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CELESTIAL OFFICE. The office “upstairs where earthly acci- 
dents are tabulated. Scene from General Motors safety movie, 
“Sate as You Think." See page 5. 
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J THE PAINTING 
(i “Washington Crossing the Delaware” 
6 by Emanuel Leutzé 
Courtesy of The 
Metropolitan Museum of Art 
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 STEELMASTER 


@EVERY USE 


@EVERYWHERE 
@EVERYBODY 


Grey or Green—Immediate Delivery —Literature Available 


Quns we 4 ART STEEL SALES CORPORATION a. 
——— 170 WEST 233rd STREET, NEW YORK 63, N.Y. | 
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“Over 30% increase in selling ability 
...when we introduced AUDQ GRAPH!” 


. 
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@ The friendly, accommodating “Voice With the 
Sell.” which air travelers out of Boston associate 
with American Airlines’ reservation agents, starts 
with a unique system of sales training . . . and the 
AupocrapH Electronic Soundwriter. 

Doubling in brass, as both a dictation and a train- 
ing instrument for American Airlines, the AUDOGRAPH 
handles routine office correspondence quickly, con- 
veniently, and economically ... and develops effec- 
tive selling technique to cope with the flood of calls 


says AMERICAN AIRLINES 


Regional Sales, Boston, Massachusetts 


@ ‘Quite apart from its efficiency 
as a dictating machine, AUDOGRAPH 
in sales training has improved the 
selling ability of our agents by 
over 30%,”’ says Mr. George Curtis, 
Reservations Chief for American 
Airlines at Boston, Massachusetts. 


which pour into “Reservations” by phone twenty- 
four hours a day. 

Your business—no matter what type, or size—can 
immediately increase office and personal output with 
the efficient system of business communications 
which AupocraPH makes possible. Write today for 
the full facts or, better still, just mail the coupon. 

Made by The Gray Manufacturing Company— 
established in 189]1—originators of the Telephone 
Pay Station. 


AUDOGRAPH sales and service in 180 principal 
cities of the U. S. See your Classified Teleph 

Directory—under “Dictating Machines”. Canada: 
Northern Electric Company, Ltd., sole authorized 
agents for the Dominion. Overseas: Westrex Cor- 
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THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 


Send me Booklet S-7 —“Now We Really Get Things Done!” 


NOM® 2c ccccccccccccccccccccccecese TOTTI TTT TT Titi t ttt ttt 


poration (export affiliate of Western Electric Com- Tile. cccccccccccccs eeeeee Firm. . cccccccccccccccccscccccccssessescesecsceee® 
pany) in 53 foreign countries. 

Grea cccccccccccccesccccevcscccese PPITTTTTTT. ) TTTITITTTTi Titi 
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Doctor, Lawyer, Merchant, 
Chief... here is your desk 


Wede* aker.. 


World’s foremost line of metal desks 


HIS Mode-Maker executive 

type metal desk —with its mist 
green Velvoleum top and its warm 
gray finish with anodized aluminum 
trim and bases—is truly the desk of 
distinction. Its top, 80 by 42 inches, 
has a generous curved overhang on 
three sides—ideal for patient, client 
or business conferences. Drawers 
r-o-l-l in and out at the slightest 


touch. The design is beautiful and 
the desk is packed with modern, 
practical conveniences. Mode-Maker 
shouts “Quality” at the first glance 
and it is the kind of quality that will 
last a lifetime. 

Write for a booklet showing the 
complete line of Mode-Maker desks. 
The General Fireproofing Company, 
Department M-19, Youngstown 1,0. 
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Foremost in Metal Business Furniture 


DEALERS THROUGHOUT THE WORLD 
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Office 
Management 


JULY 
Volume 11 


1950 
No. 7 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 


CELESTIAL OFFICE 
THE OFFICE, airy, bright, and modern, 


pictured on the cover of this issue, is a 
very special office, for its task is the 
highly important one of tabulating and 
recording the accidents we are always 
being warned about. It is a part of the 
Department of Events and Happenings, 
which has quarters, it seems, on the 
fourth floor of a three-story building 
and concerns itself with the problems 
occasioned by our mortal propensity to 
carelessness where our own safety and 
that of others is involved. 


The picture is from “Safe as You 
Think,” 16-millimeter sound film made 
by General Motors Corporation in the 
interest of all-around safety education. 
The film emphasizes in a dramatic and 
entertaining way the theme, “To think 
safety is to practice safety.” 


Safety in the office is of course as 
important a consideration as it is in the 
factory or the home or on the highway. 
One hopes that in the celestial record- 
ing office in the film there are no file 
drawers left open for people to walk 
into, no ill-balanced typewriter desk 
lids to crush unwary fingers! 
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The New Portable 
* records on the spot—coun- 
ter, desk, 
* built-in record file remov- 
able for accounting 


* 2, 3, 4, or 5 part forms— 
up to 514” x 8” 


Oesosten’s 
finest line of 


AUTOGRAPHIC 


The Recorder 

* automatically locks up one or 
more copies 

* issues remaining copies with 

same stroke 


* 2 to 5 part forms—holds 300 
duplicates 


The Manifolder 

* issues all copies—extra large capacity 

* sturdy, all-steel construction—ideal for factories 
* 2 to 5 part forms—sizes to 82” x 11” 


The Cashier 

Pa x file for records—drawer for cash 

* transaction recorded before drawer can open 
| *& easy accounting—cash against records 


’ every advantage... 
for every business 


There is a Uarco Autographic Register for every business—regardless 
of its type or size. And every Uarco Register brings all these advantages. 


% 


* Suiten, more convenient record writing * More legible copies * Consecutive 

g for absolute control * Easy posting * Simplified bookkeeping * 
Fewer customer disputes * No misplaced books or pads * No lost records 
%* No forgotten charges. 


Your Uarco Representative will help you choose the right registers for 
your business—and the right forms to get the most out of them. Call 
him—no cost or obligation. 


UARCO INCORPORATED 
Factories: Deep River, Connecticut; Chicago, Illinois; 
Cleveland, Ohio; Oakland, California. 


Sales Representatives in all principal cities. 


LARCO 


sw econmronarto 


Business Forms 
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BOOKS AND PAMPHLETS 


Setting Salaries in the Controller’s 
Department is the title of a study of 
comparative data on monthly salaries 
paid by 500 companies for twenty-two 
white collar jobs, classified according 
to location and size of employer. The 
report, prepared by the Controllership 
Foundation, Inc., research arm of the 
Controllers Institute of America, cov- 
ers such jobs as assistant controller; 
chief accountant; budgets manager; 
cashier; office services manager; 
credits and collection manager, plus 
supervisors of such functions as gen- 
eral ledgers; order and billing; pay- 
roll; accounts receivable, tabulating 
bureau; stenographic services and the 
like. 

The text of the report, based on the 
practices of twenty-two leading con- 
cerns which are Institute members, 
gives a practical formula for setting 
up and administering a scientific sala- 
ry structure, using job evaluations for 
establishing salary grades, and giving 
proper weight to salary differentials 
and transfer and promotion practices, 
as well as to salary levels for compar- 
able positions inside and outside the 
company. 

According to the survey, a strong 
tendency exists to increase the per- 
centage pay with increased job values. 
In other words, the higher the job, 
the greater .the spread between start- 
ing salary and the maximum obtain- 
able for efficient performance. Cases 
are cited which show a progression 
from a 20 per cent range for the low- 
est salaried job to 40 per cent and 50 
per cent at the top, although other 
companies report a fixed range for all 
jobs, or even a larger range for the 
lower grades than for those which are 
higher valued. 

Size of company and geographic lo- 
cation are the predominant influences 
in determining salaries, the report 
says. Comparisons reveal that the 
highest salaries for all job values are 
paid in Metropolitan New York, in- 
cluding Northern New Jersey. West 
Coast salaries are about equal to those 
of New York. However, regional dif- 
ferences disappear for jobs with pre- 
vailing minimum salaries of about 
$12,000 and higher. 

The report may be obtained from 
the Controllership Foundation head- 
quarters at 1 East 42nd St., New 
York, priced at $10 per copy. It is a 
companion volume to Evaluating Man- 
agerial and Supervisory Jobs in the 
Controller’s Department, which was 
published in September. 


Rating Employee and Supervisory 
Performance, a manual which explains 
how to rate subordinates and how to 
evaluate other men’s ratings of those 
they supervise, has been published and 
is available from the American Man- 
agement Association, 330 West 42nd 


July, 1950 


———— OOO ee OO a 


J 


7 _? i ; Pe . a se :. Sl SBS: — ae 
7 a ae, ae. Pe - i OE er > : ie » —— Beh ess yw a } =a om 
5 : 
“et a . , | 
SO RS RT 7 
‘ 
at : 
es 
- ’ 
mS ag : 
—. “Se P | | 
ea, ~~ - | 
ay r : - 
oa \ ~~, 7 X a 
7 : ZE Ze i 2 } ie 
Sie. ce Ress : | 
> coon, one | rs 
oh, See [x 
; r aa ’ % ~s io | 
* a : Sg i 
‘ » a 
i, : ili é | | 
a 7 = ’ . ; a i " , @ 
ye ee oer ; - | 
. a 
7 ae - ja 
ae 5 3 <¥g y : | : 
i a md aa \d . ~< 
ay i a i ~~ e | 
¥ ce ~~ © >. ee 
er . ° . F - ms | ~ ; 4 % ae a Gi a = | 
, al - Sq : <a ee xe 4 | “7 ; 
+ a eZ. 
: —— OY 
be ; 7 7 Ke b =i * 4 La 
BS q a gy gee” he”. : F 
we e an oo & f ki 
v i _- ~~ 
a i a Z 
7 eg, “ 
ie ey . 5 x 
7 a 
x < 7 * i 
fees. Ae | 
as 
ty “— — | 
: mi | — - a _ 
ae 
> a4 
= a a 5 
My 
: ge sf oa ep ‘ a. | <a a ; ae a ig : hens = ae. a - a oa 2 E 4 F P i oa a te, . 
a 4 _ a oe Lae. 5 — = ye ‘Ales it a = a 
‘y “i: an j h ae: a a ie aig ee. ae Bi og aad : rie 


=m @ 


eVaROon 


fe wee Re. ae | 
QM -t «ee 


oe = “S & 
amr 


At last! Efficiency and comfort 
and beauty in any office! No more 
confused, unattractive office look 
caused by an accumulation of un- 
related furniture and equipment — 
“orphan’”’ pieces independently de- 
signed and manufactured. Rock- 
a-File Modular Office Furniture 
and Equipment is designed and 
constructed to provide top effi- 
ciency and maximum comfort plus 
richly attractive, completely harmo- 
nious appearance. 


Interchangeable Units 

Rock-a-File Modular includes 
desks, files, dictating machine and 
typewriter cabinets, bookcases, 
storage cabinets and waste paper 
receptacle—each a completely in- 
dependent unit, yet completely in- 
terchangeable so that any combi- 
nation of units can be arranged in 
a complete, harmonious layout. 
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Send for Free Booklet—For complete information, 
send for free illustrated booklet: “The 


Rock-a-File Modular offers extreme flex- 
ibility of layout, whether for private or 
general office. Note how varied units 


Each Modular unit easily attaches 
to adjoining units—and results in 
perfect alignment. 


Wide Variety and Flexibility 
Rock-a-File Modular offers a wide 
variety of combinations and ex- 
treme flexibility of arrangements 
—ideal for either private or gen- 
eral offices. All of the.units neces- 
sary to individual requirements 
can be combined in a variety of 
layouts to suit taste and conven- 
ience, each resulting in a charming 
and attractive office setting. 


All-Steel Construction— 

Popular Finishes 
Rock-a-File Modular units are all- 
steel construction throughout. Fil- 
ing units incorporate famous space 
saving Rock-a-File side-filing prin- 
ciple. All units available in choice 
of most popular finishes—grained 
walnut, mahogany, gray or green. 


Office of Tomorrow.” 


OFFICE MANAGEMENT AND EQUIPMENT 


required by individual needs combine 
to create a balanced harmonious ap- 
pearance regardless of sequence. 


Rock-a-File Modular Units 


Fr U 


sl Waste 
(Right and Left Models) Receptacle 


Filing Drawer 


Dictating 
Cabinet Cabinet 


Cabinet 


Corner 


Storage 
Cabinet 


Cabinet 


ROCKWELL-BARNES COMPANY 
35 East Wacker Drive Chicago 1, Ill. 
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St., New York. It contains 192 pages, 
is priced at $3.75. 

In publishing this comprehensive re- 
view of all major rating systems in 
common use, AMA president Law- 
rence A. Appley points out that “no 
tool of personnel management has 
been the subject of more controversy 
than has merit rating.” In reflecting 
the diversity of opinion in the field, 
the manual aims to give a well-round- 
ed picture to encourage more scientific 
methods. 

Principles and procedures detailed 
in the manual apply to a wide variety 
of industrial, white-collar, and profes- 
sional employees in both large and 
small companies. The guide is de- 
signed to increase the effectiveness of 
present rating systems, and can be 
used as a blueprint for redesigning a 
program or for setting up an entirely 
new one. 

Fourteen authorities are represented 
in this guidebook, which draws from 


The New 


the best material so far published by 
AMA on the subject. 

A specially prepared section of it 
reproduces 26 selected merit-rating 
forms in current use in business and 
industry, and analyzes the various ap- 
proaches generally utilized in evalu- 
ating personnel. 

The manual was compiled by M. 
Joseph Dooher, AMA's editor, and his 
associate, Vivienne Marquis. 


The Accounts Payable Productivity 
Survey, a book published by the Con- 
trollers’ Congress research committee 
of the National Retail Dry Goods As- 
sociation, has in its contents, measure- 
ment of production in the retail ac- 
counts payable function. 

The book is the result of a survey 
of NRDGA members on certain oper- 
ations connected with their accounts 
payable procedures. These include or- 
der checking of invoices, calculating 
amount of discount and anticipation, 


mail Master 


Opens, Seals, Stamps Mail! 


— new mailMaster saves precious time 
and money for anyone using the mails. 
Ideal for any office—doctors, lawyers, retail- 
ers, secretaries. Speeds movement of incoming 
and outgoing mail. Eliminates use of separate 
opening, sealing and stamping units. Protects 


50 


Only "S27. 


MAIL THIS COUPON NOW! 


and preparing the voucher portion of 
the check and the check itself. The 
data gathered has been compiled by 
store volume: categories. 

The work further contains case data 
of representative stores, including fig- 
ures on the total quantity of items pro- 
cessed, the number of employee units 
concerned with the processing, the 
total direct man-hours, the production 
per employee unit and per direct man- 
hour, as well as the number of direct 
man-hours per 100 items processed. 
Charts present an analysis of the pro- 
duction per man-hour in relation to 
outstanding variations in methods. 

Stores contributing to the survey 
and having an outstanding production 
record were requested to describe their 
methods and send samples of any 
forms which they believe responsible 
for their high performance. This ma- 
terial has been incorporated in the 
study. 

In a statement concerning the pub- 
lication, Raymond F. Copes, general 
manager of the Congress, has said 
that “it will prove of primary interest 
to store executives, management con- 
sultants, and’ manufacturers of equip- 
ment. Executives of organizations hav- 
ing operations resembling those of the 
accounts payable function will also 
find the measurement techniques valu- 
able for solution of their production 
problems.” 

The book, available from the Asso- 
ciation at 100 West 3lst St., New 
York, is priced to NRDGA members 
at $2.50; non-members $5. 


The Dynamics of Group Discussion, 
a 66-page booklet written by Dr. D. M. 
Hall of Illinois University, is an “op- 
erating manual” for group work. It 
tells how to make the group function 
as a democratic organization, how to 
make it “click.” 

Dr. Hall has taken the lid off to 
show the reader the inside workings 
of a group. Many publications have 
been written on the subject of group 
work. Many of them extol the virtues 
of discussion with such enthusiasm that 
the reader is led to believe that dis- 
cussion is the only means for education 
within a democratic society. Still 
others give reasons for conducting 
these so-called discussion meetings, but 
few present the skills needed by the 
discussion team (that is, the chairman, 
recorder, and analyzer) to operate suc- 
cessfully in a problem-solving situation. 

Dr. Hall's booklet tells how to form 
the group, steps to follow in defining 


postage. , Bepeto a reenieneniet ae | the problem, and most important, gives 

fe It’s easy to operate. To Open envelopes, j Commences ConmESIS CORPGRANON | a step by step procedure to solve it. 

simply insert the envelope in the machine, ] a er eS. Available from the Interstate Print- 

press down a lever and zip .. . it’s opened! To | © Send literature and name of my nearest | ers & Publishers, 19-27 North Jackson 

seal envelopes uniformly and thoroughly, en- representative. . hg ae ee ea 

velope flap is drawn across a convenient re- | O We would like a demonstration. | St., Danville, Iil., the booklet is priced 

ensned table-type sniiee. Te affir postage, | O Send mailMasters and bill vs. | at /9 cents a copy, two or more copies 

simply press down on the plunger and a stamp I ($52.50 each, plus federal and local taxes | priced at 50 cents each. 

is automatically and securely affixed. Holds FOS, Retenen, | 

eee a a BOOKLETS AND CATALOGS 
All-steel construction. Soft gray wrinkle FIRM, | 

finish with chrome trim. Dimensions: 7” | | 

square; 814” high. Weight 61% lbs. | ADDRESS | A Guide to Easier Cleaning, pub- 
Available at Commercial Controls offices in | gysiness | lished by the Spencer Turbine Co., 

principal cities—listed in telephone directories. LOO ~~ Ld Hartford, Conn., contains thirty-two 
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the NEW improved 


SWIFT ADDING MACHINE 


NOW with All-Steel Unbreakable Case $ 


30 


plus tax 


89 


No other machine gives you such features...at so many dollars less! 


the only 9-figure machine as low as.. 


$9,999,999.99 capacity! Only machine at this low price ‘Pick-up’ portability! Smallest, lightest complete adding 
that adds and multiplies up to 9 figures. machine on the market, easily carried in optional zipper case. 


All-Steel Case! Ov/y machine at this low price with stream. _—_ Easy to use! 10-key keyboard, visible adding dials, red totals 
lined unbreakable steel case, in choice of smart colors. and sub-totals, oversize pica type, short stroke handle. 


A MUST for executives y professional men, Great Barrington, Mass. 
stores, homes end large or small offices! new Swift Adding Machine: 


_ MAIL COUPON FOR FREE BOOKLET!  XSe 


July, 1950 


SWIFT BUSINESS MACHINES CORP. Dept. 7 


Please send booklet giving complete information about the 


NAME 


COMPANY ___ 


| 
| 
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The Desk of A Successful Man... 


His company is alert and knows that good executives merit 
every working convenience and knows, too, that a fine desk 
multiplies executive ability. Because of CRESTLINE’s practical, 
built-in efficiency, planned-work design and unmatched appear- 
ance, his company selected the CRESTLINE “66” by Security 
for this successful executive. 


Why not write now for the CRESTLINE Desk & Table folder 
and see how CRESTLINE’s wide range of sizes, styles and fin- 
ishes make them the perfect choice for all your offices. 


MSF-66 CRESTLINE Flat Top Desk 


A LINE TO BULLO ON 
e 


SECURITY STEEL EQUIPMENT CORP., AVENEL, N. J. 


pages of discussion of commercial 
cleaning problems. 


Profusely illustrated, the new book- 
let not only gives specific information 
on three portable commercial vacuum 
cleaners manufactured by Spencer, but 
also has special sections devoted to 
the particular cleaning problems met 
in offices and institutions. In addition, 
the book has two pages of practical 
operating suggestions. 


It is available upon request. 


A number of companies have solved 
the problem of what to do about their 
overcrowded filing departments which 
have been engulfed by a flood of rec- 
ords arising from the war, the high 
level of business since 1945, and the 
weakness of numerous government 
agencies for multiple forms. The solu- 
tion, according to the findings of a re- 
cently published research study, Cut- 
ting Filing Costs, is the use of reten- 
tion and disposition schedules; these 
are developed after a study of legal 
requirements and management needs 
of the individual company, and estab- 


| lish the period of time each record 


must be kept and when it can be de- 
stroyed. Thus, all company corre- 
spondence and other records are de- 
stroyed as soon as they are no longer 
needed, but never prematurely. 


The report, issued by the Dartnell 
Corp., 4660 Ravenswood Ave., Chicago, 
business research publishers, is based 
on a year and a half study and field 
interviews with more than 235 selected 
companies. Among the organizations 
whose filing programs are analyzed are 
the Westinghouse Electric Corp. whose 
“flow schedules” for records destruc- 
tion save the company $200,000 a year, 
and the Sun Oil Co. which has been 
able to discard more than 1,000,000 
pounds of paper in the last three years. 


Few companies, according to the re- 


| port, realize just how little of the ma- 
| terial in their files they actually need. 


About 35 percent of the contents of 
the average company’s filing cabinets 


| can be immediately destroyed; only 10 
| percent needs to be kept permanently. 


The rest must be kept for current oper- 
ational needs but can be destroyed 
from time to time. 


The average company has found that 
while records administration is not a 
top-management function, the nature 
of the problem is such that it is an 
overall function and should not be 
more than one step removed from top 
management; the job is too big for the 
office manager, as such. 


The report is written in two sec- 
tions, one devoted to the general prin- 
ciples of records management, and the 
other to a detailed description of the 
various administrative techniques de- 
veloped by the companies contributing 
their experience to the study. It is 
available at $7.50 from the Dartnell 


Corp. 
(To page 14) 
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ANNOUNCES ITS 

| | 1950 NATIONAL SYSTEMS MEETING | 

to be held in New York City 
at the Hotel New Yorker 


Thursday and Friday, October 19th and 20th. 
The Conference theme will be “Coordinating Systems W ork With Management Planning” 


SPA, an association of methods specialists devoted to the development and 
application of good office and plant procedures, invites executives and others 
1 whose responsibilities have a direct influence on this work to attend this con- 
ference and participate in the two-day conference program. 


For information and reservations write to 


GIBBS MYERS, 100 KINGSLAND ROAD, CLIFTON, N. J. 
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, A NEW CARBON PAPER 
f s es. 4 
5 Astonishing Wear with ELECTRIC MACHINES 
0 
: Again we help the Public save on Supplies. Kee Lox is 
first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 
t machines with a sharp electric snap stroke. 
a 
e The NEW Kee Lectric Carbon is built up with Tissue Spe- 
” cially made for the above machines then coated with a New 
: Scientific coating for wear and cleanness. 
ie 
The Combination gives a perfect sheet of Carbon for this extra 7 ~~ ~~ — 7 ea 
re hard use. The percentage of saving is surprising. Send for | Kee Lox Mfg. Co. | 
* samples. No obligation whatever. Rochester 1, N. Y., U. S. A. | 
1e | Yes, Please send Free Samples. No obligation. 
fe Kee Lox Manufacturing Co. EGiab Sidh aienuesé sso inserioasep noha ceca | 
a " 
a Rochester 1, N. Y., U. S. A. BPN 5 450s cat egenatyeayps bhathar sary | 
is Branches in Most Cities BINS 5 a iecwincccdis.s n'a hanly nA wh Mees eee ag a | 
Ml A Few Districts in Foreign Countries Still Open | siisaccs Sauncasbes ocanindacs hee take eee mabe at cine l 
for Exclusive Distribution. 
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Dip-Less 444 


@ EASY TO CLEAN—EASY TO FILL 

@ WRITES 300 WORDS AND MORE, WITHOUT REDIPPING 
@ WORLD’S LARGEST SELECTION OF POINT STYLES 

@ INK-LOCKED AGAINST ACCIDENTAL SPILLAGE 


1O-DAY 
FREE TRIA 


We want you to know how good a desk pen can be. We want you 
to experience the writing comfort, ease and efficiency a Dip-Less 
444 can give—in your own office. Thus, this offer. Try one—for 
ten days—on your own desk—at our risk ! 


There are absolutely no strings attached—no obligation whatsoever. 


AMERICA’S FIRST PEN MAKER 
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write for mouths 
Desk Pen Set 


@ ALWAYS READY TO WRITE 
@ HOLDS A FULL OUNCE OF INK 
@ CANT LEAK—WON'T FLOOD 

@ PERFECTLY BALANCED PEN 


"Ink-locked”” 
against 
accidental 


spillage 


¢ Single Sets 
i $3.75 and $4.25 

o (slightly higher in Conado) 

Pd 3 Choice of black, 

? j N : clear, green, gray, 

7 7 or maroon. 
¢ o 
7 } ¢ 
KN 


e § ~~ — Gheose “The Right Point 
BU’ Den The Way You Write 


y, With Dip-Less 444 Desk Pen Sets you have your choice of world- 

2 4 famous Esterbrook Points—the world’s largest variety of point 

” Z styles. You can choose the precise point for your kind of writing. . . 

PA for your particular writing job. There are specific points for short- 

F hand, bookkeeping, accounting, manifolding—points even for left- 

¢ handed writers! And . . . should you ever damage the point of your 

Z Dip-Less Pen . . . you can get a new one at any pen counter. You 
can even screw in this new point yourself! 


FREE TRIAL COUPON 


MAIL THIS | THE ESTERBROOK PEN COMPANY, 
=| Cooper Street, Camden, N. J. I 
Pl Dip-L 4 Desk Pen Set. It i derstood 
Cc @] U p @] N T @] DAY Peary: Parent) aren, = ne then ronan ii . you—without 
nasi obligation—if I do not care to keep it. If I elect to keep the set it is 
E R i understood that your representative will call. 
...TOGETH iw 
7 FIRM l 
WITH YOUR fiom: 
1 STREET l 
LETTERH EAD CITY ZONE STATE 
1 NAME OF STATIONER \ 
——— LL dee 
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BOOKLETS AND CATALOGS 


A guide to International Communi- A colorful and informative 4-page 
cations—Message and Mail Rates and brochure describing a new wood-faced 
Regulations to Principal World Mar- fireproof door is now available from 
kets, is available from Exporters’ Di- the Kaylo Division, Owens - Illinois 


..* gest, 170 Broadway, New York, priced Glass Co., Toledo, Ohio, manufacturer 


at 50 cents per copy. of the door. 
In chart form, this valuable book- The Kaylo Firedoor has a fire rating 
let presents information on mail, tele- for Class B and C openings from Un- 


phone, radio, and cable message rates derwriters’ Laboratories, official test- 
and rules, with footnotes. It covers ing agency of the National Board of 
more than seventy countries. Fire Underwriters. 


é 


MAGIC SPOT 


CARBON PAPER SELECTOR 


: tae 
...@ headliner for cleaner letters...lower costs! 


Now you can have cleaner executive-type letters and original-like copies quickly! The 
Magic Spot and other exclusive carbon paper service features prevent time and work- 
consuming nuisances . . . increase the typist’s efficiency and reduce typing costs. 

Typing costs you money! The letter for your signature may be the result of several 
typings due to smudges caused by ordinary carbon papers. For cleaner letters at lower 
costs .. . use carbon papers by Remington Rand. 

"...@ great carbon paper idea 

ores * 6 WAYS BETTER! 
er’s money!” The MAGIC Spor “picks up” only one sheet 
of carbon at a time. 


CURVED CORNERS and the UNCOATED 
EDGE permit the removing of carbons 
without touching the coated surfaces. 


PATRICIAN... Remington SPECIAL PROCESSING resists “curl” or 


Rand's finest carbon paper has all the “treeing’” 
features for better carbons, easier han- 


dling and cleaner letters. INDICATOR HOLES...to space and cen- 
ter copy correctly. 


From our wide selection of carbon 


papers for all business machines and . . ‘ 
every purpose you can be assured of NEW BLACK INK gives clear legible im- 


the right carbon for your needs. pressions. 


FREE! 


Business Machines & Supplies Division, Room 2028, 315 Fourth Ave., New York 10 


A demonstration of Magic 0 Yes, ! would like a demonstration of the Magic Spot and other car- 
Spot and other cost-saving bon paper cost-saving features. 

features will be made in CD Please send me your folder RSC 176 which shows how to save 
your office without obli- time and money on typing. 


gation. Send for the folder 


showing how you can Name 
have cleaner letters at Firm 
lower cost. 
City. Zone. State. 


< 1950 by Rand Inc, 


The unique feature of this door is 
its inorganic Kaylo core which does 
not burn, is rot and vermin-proof and 
affords exceptional stability even in 
extremes of climate. The door is said 
to offer the beauty of wood combined 
with fire protection previously found 
only in metal fire doors. 

The brochure points out that Kaylo 
doors present a great combination of 
advantages for office buildings, hotels, 
and institutions. 

Copies are available from the com- 
pany direct. 


A handy reference Condensed Light- 
ing Guide, No. 50, has been issued by 
the Garcy Reflectors Division of Gar- 
den City Plating & Mfg. Co., 1750 
North Ashland Ave., Chicago. 

Sixteen pages, graphically illustra- 
ted, give detailed descriptions of the 
lines of commercial lighting made by 
this company. 


BOOKKEEPING BY MACHINE 
METHODS 

A nation-wide plan for bringing 
business machine methods within the 
financial range of smaller businesses 
has been started by a comparatively 
obscure ex-county controller from 
Phoenix, Ariz., and is now in opera- 
tion, or about to be launched in six- 
teen states. 

The founder of the patented process, 
known as the Exacto-matic System, is 
Joe L. Schmitt, Jr., one-time barn- 
storming pilot. Using punched-card 
accounting equipment supplied by 
Remington Rand, Inc., Mr. Schmitt 
has developed an ingenious method of 
double-entry bookkeeping by machine 
methods which is said to cut account- 
ing costs in half and reduce time to 


| one-fifth of the manual method of ac- 


counting. 

The system reduces accounting to 
recording daily entries on a_ special 
form supplied by Mr. Schmitt's cen- 


| tralized bureau. This data is converted 


to double-entry bookkeeping on a 
punched-card system. 

The secret of the system is the use 
of a single punched-card to develop 
details of each business transaction 
recorded on the daily journal. With 
Mr. Schmitt’s patented system of cod- 
ing these cards, he can use the same 
one for eight different recordings of the 
information. This is a shortcut to 
usual methods, which would employ 
eight different cards. 

In recent comparative tests of his 
method against manual double-entry 
bookkeeping, using the same data, the 
Exacto-matic System was able to ac- 
complish in an hour and a quarter, 
work that required seven hours by 
manual methods used by many busi- 
ness houses, and was at least twice as 
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“TIME IS MONEY!” THE BOSS TOLD SUE, POOR MAILROOM RED WAS ALL WOUND UP 
"AND YOU WASTE MUCH TOO MUCH /” WITH STRING AND TWINE AND GLUE. 
THEN TEX TIPPED SUE TO TEXCEL TAPE “HOLD ON!” SAYS TEX, “LET TEXCEL TAPE 
THAT STICKS WITH JUST A TOUCH / WRAP UP THAT JOB FOR you!” 


SEE, BOSS, NOW ALL YOUR OFFICE FORCE 
IS WORKING SMOOTH AS HONEY, 
AND THATS CAUSE TEXCEL TAPE, OF COURSE, 
\ SAVES TIME, SAVES WORK, SAVES MONEY! 


/ Mle eS : ae : 
\ | Pe 


4 ‘OUR OSPENSER 'S A BETTER TYPE 
_ Pe Qe HAS A STRONGER FRAME AND 
A CANDY STRIPE! 


“NO POINT IN WASTING TIME ANDO PAINT 
TO COLOR A SALESMANS CHART, 
WHEN COLORED TEXCEL DOES THE JOB 
SO NEAT AND QUICK AND SmaRT !” 


® 7” ty 3 
>; CELLOPHANE TAPE = 
STICKS WITH A TOUCH 
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This is Concentration 


on the Big Users of 
Office Equipment 


The big purchases of office equipment are made in the offices of manage- 
ment executives of commerce and industry. Manufacturers who want to 
talk to a concentrated audience of such executives are advertising to them 
im... 


OFFICE MANAGEMENT and EQUIPMENT 


They have found that this specialized magazine, edited solely for office exec- 
utive personnel, reaches an almost 100% concentrated audience of the men 
and firms they want to sell. No wasted ammunition! No scattered shots! 
Each copy goes direct to the mark—and the market—at which it is aimed. 


It’s no wonder that OFFICE MANAGEMENT and EQUIPMENT is fast 
being recognized as the foundation of many national sales plans, the most 
direct contact with these executives who are responsible for the purchase of 
everything used in their respective offices. 


These men read this magazine, at their desks, for the 
information it provides concerning the modern operation 
and equipment of big offices; read it with an interest that 
carries over into the advertising pages. 


And because of its concentrated readership, there is genu- 
ine economy in using it to carry your selling message— 
more than enough to warrant the regular use of dominant 
space. 


Gs. OFFICE MANAGEMENT 


The Office Executive's Own Magazine 


OFFICE MANAGEMENT AND EQUIPMENT 


and Equipment 


212 FIFTH AVENUE » NEW YORK 10, N.Y. 
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It all adds up—Time saved where new 
streamlined Morris Trays are used. They 
offer more “hand room”; they are lighter 
in weight, easy to move about, functional 
in design. Versatile too, with combina- 
tion sets for letter and legal and back to 
back. In five popular colors...at station- 
ery and department stores. 


back. 


- 


Bat MM 


8651 WEST THIRD Morris ANGELE All 


One tray space for 
two desks — back to 


gtr 


WRITE FOR 


Le | 


O Cod CATALOGUE 


STOOLS: Rite-Hite 


@ Fixed Height 
+. Aut +. Adj 


CHAIRS: Tru-Posture 


@ Secretarial 


shiers 
@ Drafting 
@ Executive 
@ School . College v 
@ Folding, also Trucks 5 


STANDS: Quality 


@ Typewriter 

e ce Machine 

@ Utility 

@ Projection Machine 


@ Artist 


TABLES: Space-Saving 


@ Bookkeeping @ Banquet, Folding 
@ Cafeteria, Chrome 


ALSO: 
@ Cushions @ Casters 
@ Glides @ Hardwood Seats 
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fast as the average semi-machine ac- 
counting methods, employing comput- 
ing and tabulating machines. 

Mr. Schmitt's 
North Third St., 


are at 811 


Ariz. 


offices 
Phoenix, 


MORE OFFICE BUILDINGS 
COMING 


Continuing the 
trend of constructing 
store - office - hotels, the Westminster 
Corp., New: Orleans, La., announced 
recently that it would erect a 20-story 
building in the center of that city’s 
business district, a block off the leg- 
endary Canal St. The building will 
cost an estimated eight million dollars. 
The Roosevelt Hotel chain will oper- 
ate the 500-room hotel, and has plans 
of its own for a $2,800,000 addition. 

In Los Angeles, Calif., the Hotels 
Statler Co., Inc., has announced the 
awarding of contracts for the erection 
of the 1275-room Los Angeles Statler, 
which will be completed in two years 
at an estimated cost of twenty million 
dollars. 

Arthur F. 
company, 


seemingly re - born 
combination 


Douglas, president of the 
in announcing the construc- 
tion plans, said “Our coming to Cali- 
fornia with an office building and a 
large hotel will help take care of, we 
believe, a long-felt need in Los Ange- 
les. In our area office space is scarce. 
We will make available 150,000 square 
feet of additional space. And our hotel 
will provide facilities for conventions 
and group meetings equal to anything 
in the country.” 

The building will be the largest con- 
struction job on the West Coast since 
the war, and will be located at Wil- 
shire Blvd. and Seventh and Figueroa 
Streets in the downtown area. 


URGE SPECIAL CHECK 
SIGNATURES 


Businessmen were warned recently 
that the use of the same signature on 
checks as is used on general corres- 
pondence leaves them extremely vul- 
nerable to check fraud. 

George W. Adlam, chief investigator 
for the Todd Co., Rochester, N. Y., 
manufacturer of checks and check pro- 
tective equipment, urged the develop- 
ment of a special signature for use on 
checks and in all financial transactions. 

Many recent frauds have shown, he 
said, that crooks have _ obtained 
through correspondence and_ other 
means, the signatures of business and 
government officials for use in perpe- 
trating forgeries. 
be circum- 
Adlam said. 
same signa- 
general cor- 


“These techniques can 
vented very simply,” Mr. 
“No one should use the 
ture on checks and on 
respondence. The ideal way to pre- 
vent this kind of forgery is to develop 
a special signature for use exclusively 
on checks, then to put it to use in a 
mechanical check signer which will 
use that signature only on all company 
checks.” 


EBERHARD 
FABER 
QUALITY 
RUBBER 
BANDS 


7 TIMES// THEIR 


OWN // LENGTH! 


Why put up with 
weak, brittle bands? 
Get full value in 
quality and quantity 
—say EBERHARD 
FABER when you 
buy rubber bands! 


“SAVE TIME AND TWINE” 
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DO YOUR OWN 


plastic binding 


for only a few pennies a book 


You can definitely improve the ef- 
fectiveness of your catalogs, pres- 
entations, reports, with GBC plastic 
bindings and equipment.* You save 
more than 50% over fastener-type 
covers. Booklets open flat . . . pages 
turn easily ...have added color. 
Anyone can operate. Complete GBC 
equipment costs less than a type- 
writer! 
*Patents Pending 
Special free trial offer try mis 
equipment in your own office or plant. 
No obligation. Satisfaction guaranteed! 
Send today for full infor- 
mation and 2 FREE handy 
pocket memo books bound 
‘| on this equipment. 


General Binding Corporation 


808 W. Belmont Ave., Dept. OM-7 
Chicago 14, Wl. 
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Seam 


A Tool Company takes the Modern 


Approach To “Better Business Living” 


eo 
kiahoma City, Okla. 


with INVINCIBLE METAL FURNITURE 


A patented feature available 
only to Invincible users because 
only the INVINCIBLE line of 
files has it! It offers guaranteed 


security for your valuables and 
papers in your home or in 
your office. 


an 
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A glance at the above pictures tells you that here is a 
modern, efficient concern — one that combines the ne- 
cessity for work with comfort and pleasant surroundings. 
These offices are fully equipped with modern desks and 
tables by INVINCIBLE — America’s smartest styled, 
low-cost line of steel desks and files. 


If you’re planning to make your office a more effi- 
cient, more pleasant place to work— investigate INVIN- 
CIBLE Modernaire steel desks and files .. . specifically 
designed to meet your every office desk and file need! 


See your Invincible dealer or write us direct for 
complete details. 


REG. U. S. PAT. OFF. 


INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS, 
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Office 
Management 


AND EQUIPMENT 


EDITORIAL 


“Now read that back to me — in your own loose translation” 


singing the DICTATION BLUES 


July, 1950 “Try at 


SINCE THE OFFICE IS KNOWN largely by the letters and reports that it 
writes, it quite properly gives a great deal of attention to the subject of dictation 
and transcription, and there are few offices which are not conscious of the need 
of providing themselves with the latest in the way of machines and accessories 
to get words efficiently down on paper. The difficulties which are always coming 
up in this department of office work rarely arise from inadequate equipment 
and supplies—they stem from human inadequacies. And in recognizing that, let 
us recognize also that the girl who writes what is dictated has been getting more 
than her share of the blame for these inadequacies. The dictator needs to think 
twice before he can safely sing those popular blues, “She got me wrong!” 

In these days when even at the college level remedial reading classes are 
found necessary and when high school instruction is impeded by the presence 
of numbers of students with no more than third-grade reading ability, it is easy 
to understand why so many of the newer employees who take up stenography 
and typing have trouble in making sense out of what is dictated to them. But 
their deficiency is not of their own making; it is the result of certain current 
trends in primary education, and until these trends are corrected allowance 
should be made for it. 

Your stenographer’s failure to get down accurately what is said may have 
nothing to do with her technical proficiency in stenography, transcribing, or 
typing. She may just not have comprehended what you said. She may need 
a list of special words and phrases frequently used in your office but never met 
with in her own experience. And a little explanation of what a letter is about, 
before or after dictation, may be of great value to her in bringing into focus a 
string of sentences which might otherwise have no meaning for her. 

Or—maybe she has just as much ability as you have in getting meanings out 
of words, but just can’t understand you because you won’t talk distinctly enough! 
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TRAINING FOR CAREERS. 


By ERNEST DE LA OSSA 


Director of Personnel 
National Broadcasting Co., Inc., New York 


Edwin L. Conradi, from F, P. G. 
AS THE PIONEER in broadcast network operations, 
the National Broadcasting Company, since its forma- 
tion in 1926, has been the goal of thousands of young 
people seeking opportunities in a fast-moving indus- 
try dedicated to public service. 

Actually, radio’s appeal to the career seeker is many- 
sided. The business moves ahead rapidly; it has the 
glamour of novelty continually renewed, and through 
its deeds it has acquired a well-deserved position as 
a medium of service to the masses. 

Young applicants for employment are aware of 
this three-way keynote of newness, accomplishment, 
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and service. At the same time, these attributes de- 
mand of neophytes a mature outlook at an early busi- 
ness age and a willingness to give unstintingly of 
their labor. 

It is not surprising, therefore, that the question I 
am asked most frequently is this: “What does NBC 
look for primarily when interviewing applicants?” 
The answer involves several basic points. Does the 
applicant exhibit a sincerity of purpose, a willingness 
to work hard, and the potential capacity to develop 
himself in the highly competitive atmosphere of the 
broadcasting field? Does he possess a tempered imagi- 
nation and a natural creativeness; does he have a 
sense of social responsibility? Lest I give the impres- 
sion that NBC’s personnel staff has a mystical power 
of analysis, let me say here that all of these desirable 
factors in a prospective employee cannot always be 
determined in an interview. In fact, some are not 
developed until the newcomer has been at his assigned 
task for some time. 

That is why NBC has established a system of train- 
ing and job analysis to observe the progress that 
young employees make within the company. This 
constant but friendly scrutiny is essential if NBC is 
to build a reservoir of personnel in all branches— 
administrative, executive and creative—to meet the 
challenges of an ever-changing business. 

The scope of NBC’s training activities ranges from 
orientation program to those of supervisory training 
and executive development. 

All new employees are given a five-hour orientation 
course during the first week of their employment to 
acquaint them with the history of the company, its 
over-all organization, and its operational and person- 
nel policies. 

Young men and women employed in such positions 
as guides, pages, messengers, stenographers, clerks, 
and other junior classifications are selected for a 
variety of formal training to better prepare them for 
promotion to higher operating positions. Announcing 
classes, information lectures and discussions with man- 
agement representatives and department heads on 
company operations and job opportunities, and on- 
the-job assignments in operating departments are pro- 
vided for those employees who possess the necessary 
qualifications for advancement to positions of higher 
responsibility. 
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; at the National Broadcasting Co. 


NBC Conducts Extensive Courses to Develop 
Personnel for Positions in Radio and Television 


A group of top qualified young college graduates In discussing the advantages of employment in any 
is engaged for assignment to the NBC executive train- industry there can be no better proof of the oppor- 
ing squad. These young men are assigned to specific _ tunities existing than a mention of individuals who 
on-the-job training for a period of twelve to eighteen (To page 60) 


months, based on a pre-planned program assigning 
them to all phases of operations related to one of the 
following four company activities: 


1. Sound broadcasting programming. 
2. Finance and services. 

3. Sales. 

4. Television. 


At the end of the formal training period, trainees 
are assigned to key junior administrative positions. 

Technical training plays an important part in 
| NBC’s training program. Young men from technical 
schools and colleges are engaged for training in tele- 
vision and sound broadcasting engineering opera- 
tions. The training consists of both classroom and 
on-the-job instructions enabling the trainee to gain 
practical knowledge of the technical plant and all 
phases of engineering operations. Refresher courses 
for senior engineers are also conducted to assist these 
employees in keeping up with technical advances and 
changes in company technical operating procedures. 

So that employees at all levels of operations may 
have the opportunity to keep up-to-date on company She dp be Qesn a2 Os ack 
operations and organization, a series of all-employee [ 


information meetings and panel discussions is sched- Miss Doris Ann conducts NBC Personnel interview 
uled periodically throughout the year. Department ti) ¢ Ree an 


directors and managers discuss their organization and 
operations and point out the part that their functions 
play in the over-all operations and objectives of the 
company. The most recent series of this type, run- 
ning for a period of eight weeks, was devoted to dis- 
cussions of all phases of NBC’s television operations. 

Supervisory training is an integral part of NBC's 
training activities. Supervisors in all departments 
meet regularly each month to discuss supervisory 
problems relating to job instruction, job relations, 
and human engineering. 

At the management and staff level, a program of 
executive development is carried on continually. At 
this level, training is offered for the most part on an 
individual basis. Training time-tables are established 
for key personnel to insure that the employee will be 
afforded every opportunity to develop his ability and 
qualifications to assume higher executive assignments. 
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New office headquarters of 
Crowell-Collier Publishing Co. 
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for CROWELL-COLLIER 


By KIMBALL DARBY 


THE NEW HOME of the Crowell-Collier Publishing 
Co., located at 51st Street and Fifth Avenue in New 
York, represents a successful effort to provide this 
organization with functional office areas and at the 
same time make proper allowance for reasonable staff 
growth in the future. 

Driven from its old quarters by congested condi- 
tions which prevented systematic layouts, this inter- 
nationally known magazine and book publishing 
house now finds itself the happy occupant of a purely 
functional building, clean and modern in its exterior 
lines and possessed of many highly interesting fea- 
tures inside. The architects were Leonard Schultze & 
Associates. 

Of particular interest at this season is the fact that 
the building is air-conditioned throughout. The in- 
stallation might be termed a decentralized one in that 
fan rooms, located on a majority of the building's 
eighteen floors, serve individual floors, or in some 
cases take care of two floors. By this means, Crowell- 
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Collier is able to exercise ideal control of air-condi- 
tioning Operations over the various floors, five of 
which are sub-leased by other companies. In any 
event, the Crowell-Collier building conforms with the 
trend in most modern buildings today by being com- 
pletely air-conditioned. 

An interesting application of Kalistron, a plastic 
material, is in its use as a wall covering in some of 
the service and public areas in Crowell-Collier’s own 
space. This material comes in a variety of colors and 
is highly resistant to scarring. Walls around areas 
where people move, and where equipment and furni- 
ture are constantly being shifted have good protec- 
tion where this highly decorative material is used. 
Another wall covering which comes in for generous 
use here, in executive offices, is Flexwood, a durable 
covering that lends dignity to the surroundings. 

Wall structures and partitions forming executive 
offices in this building are, however, mainly of the 
movable metal type. These are available in any 
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In the reception room 


shade, color, or simulated wood grain, and can be 
especially treated to eliminate all harsh light reflec- 
tion. The surface of these walls has a baked-on 
enamel finish that will not chip or mar, and can be 
cleaned with soap and water. Permanent in their 
appearance, the metal walls are easily moved, and 
allow great flexibility where problems of rearrange- 
ment arise. Other claims for this type of partition are 
effective soundproofing and fireproofing. Wiring for 
air-conditioning, and for electrical and telephone 
lines is easily accommodated from either side of the 
wall, in separate “‘lay-in’” raceways in both base and 
cornice, as well as panel connections. Besides the 
solid panel units, the walls come in units which can 
be glazed with any type of glass. 

The architects feel that they achieved noteworthy 
success with the lobby of the building. Here, St. 


In the Crowell-Collier library 
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In office of Thomas H. Beck, board chairman 


Michel marble walls, a terrazzo floor, and a strikingly 
modern plaster ceiling with recessed cove lighting 
combine to make a lobby which is an outstanding 
public area. All door details are of stainless steel. 
An information desk with a table-type elevator con- 
trol panel, considered to be more convenient than the 
wall panel type of control, is off to one side, against 
a wall. 

All of the lighting in the work areas of the offices 
is fluorescent. Installed on this job are 2,600 troffer 
lighting units equipped with flat Albalite glass door 
enclosures. The rows of troffers have an average spac- 
ing of 6 feet, and supply 45 to 50 foot-candles of 
illumination. This is good lighting indeed, represent- 
ing the high side of the illumination range of from 
go to 50 foot-candles suggested by the Illumination 
Engineering Society as being the safe range for gen- 


Office of C. F. Nersworthy, treasurer 
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Metal partitions provide for convenient flexibility } 


eral office work, and any of the more difficult seeing 
tasks. 

Much special lighting went into the Crowell-Collier 
building, too. According to the supplier in this cate- 
gory of illuminating equipment, twenty-three different 
types of indirect troffers were designed for use in 
such areas as executive offices, lobbies, corridors, and 
telephone rooms. Here is a recurrence of a trend 
in office lighting, the supplier claims. Developed 
fully just before the war, and interrupted because of 
the scarcity of materials, special lighting of the indi- 


rect type is coming back in these particular areas, he 
claims. 

The food and equipment departments of the Home 
Service Center of the Woman’s Home Companion 
benefit by a handy arrangement of kitchen and recep- 
tion areas and the staff office space. Guests of the 
Companion’s many demonstration parties come off 
the elevators, avail themselves of an unobtrusive coat 
rack nearby, and pass directly into a spacious and 
attractively furnished reception room that can also 
be turned into a dining room for demonstration 


Lounge corner at Crowell-Collier 
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How open office space is utilized 


lunches. A roof terrace, accessible from doors on this 
side of the kitchen floor, offers many future possibili- 
ties for larger groups or for periods of relaxation for 
the staff. Vision into many demonstration kitchens 
is gained by large observation windows along both 
sides of the main hall. 

Men’s and women’s lavoratories are located near 
the elevator wells on all floors, and in most cases 
include showers. 

Floor areas of Crowell-Collier’s space range from 
4,500 square feet to 14,000 square feet of usable area, 
accommodating some 600 employees of Collier's, The 
American Magazine, Woman’s Home Companion, 
and P. F. Collier & Son Corp., book publishers, a 
wholly-owned subsidiary. A branch of the National 
City Bank of New York occupies the first, second and 
third floors. 


CREDITS 


Elevators and elevator control panel, Westinghouse 
Electric Corp., Elevator Div., New York (cabs by 
W. S. Tyler Co., Cleveland, Ohio). Heating, venti- 
lating, and air-conditioning, designed by Alvord & 
Swift, New York (refrigeration machine by Carrier 
Corp., Syracuse, N. Y.). Lighting (general work 
areas), Miller Lighting Corp., Meriden, Conn.; Special 
lighting installations, Frink Corp., Long Island City, 
N. Y., and Cold Cathode Lighting Corp., New York; 
Electrical work done by L. E. Comstock & Co., Inc., 
New York. Thermopane glass and polished plate 
glass, Libbey-Owens-Ford Glass Co., Toledo, Ohio. 
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Movable metal partitions, Mills Metal Partition Co., 
Cleveland, Ohio. Acoustical tile ceiling materials, 
Celotex Corp., Chicago, supplied by Jacobson & Co., 
New York and United States Gypsum Co., Chicago, 
supplied by Waldvogel Bros., New York. Flooring 
material, Armstrong Cork Co., asphalt and rubber 
tiling, supplied by Walton Resilient Floors, Inc., 
New York. Venetian blinds, Arlington Window Shade 
Co., New York. Wall coverings, Flexwood and Kalis- 
tron, both United States Plywood Corp., New York. 


In the entrance lobby 
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Ollie Fife, New York 


The office has come a long, long way— 


OFFICE of the YEAR AWARD 


By CHENEY ARCHER 


SO THAT OFrFicE MANAGEMENT AND EQUIPMENT’S 
first annual awards for the “The Office of the Year” 
may represent the consensus of outstanding expert 
opinion on thé subject of the well-designed and well- 
operated office, this magazine is now engaged in the 
selection of a board of judges from among those mem- 
bers of the American Institute of Architects who have 
made a specialty of office design and those members 
of the Association of Consulting Management Engi- 
neers who likewise are particularly noted for their 
concern with the problems involved in the attainment 
of maximum office efficiency. 

As announced in the June issue of this magazine, 
the annual “Office of the Year” awards have been es- 
tablished to mark the completion of the first.ten years 
of OrricE MANAGEMENT AND EQUIPMENT in the ser- 
vice of those responsible for the operation of the of- 
fice. In order that proper recognition may be given 
to both the smaller and the larger office, duplicate 
awards will be made each year to the outstanding of- 


OFFICE MANAGEMENT AND EQUIPMENT 


fice in each of two categories—the office having more 
than 500 employees and the office having less than 
that number of employees. 

The initial awards will be announced in the Octo- 
ber issue of OrriceE MANAGEMENT AND EQUIPMENT. 
Winning offices will receive a plaque symbolic of 
their leadership, now being designed for OFrFice 
MANAGEMENT AND EQuipMENtT by the artist Bernard 
Brussel-Smith. 

The awards for this year will cover offices construc- 
ted or remodeled in the twelve-month period ending 
June goth, 1950. 

At no time in the thrée-quarters of a century since 
the firm publishing this #effie began business has 
there been keener interest than now in office efficiency. 
Despite the great advances which American ingenu- 
ity and foresight have contributed to the office, there 
is widespread awareness that great opportunities still 
remain for significant improvement in the office as 
a vital medium of direction and control. 
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Courtesy 20th Century Fox 


— in the span of one human life 


—how the selections will be made 


re 


If proof had been needed of the indispensable part 
played by the office in human accomplishment, it was 
furnished during the course of the second World War, 
when American paperwork sparked and guided the 
industrial, political, and military effort which won 
victory for the Western Nations. With the results of 
that victory jeopardized by current developments, it 
is now more essential than ever before that the office 
should avail itself of every innovation which will bet- 
ter fit it to handle its great responsibilities. 


OrricE MANAGEMENT AND EqQuipMENT hopes that 
“The Office of the Year” awards will help to focus 
the attention of management this year and each fol- 
lowing year on these innovations, and high-light the 
trends of logical adjustment to the needs of the chang- 
ing times. 


for “‘the Office of the Year” 
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BIG TALK, LITTLE MEANING 


By GEORGE KERR 
Ebasco Services, Inc., 
New York 


H. Armstrong Roberts, New York 


Whether the report is a one-man job — 


“Mend your speech, lest it mar your fortune.” 
—Kinc LEAR 


THE MOST BLISTERING CRITICISM of annual 
reports to stockholders is that “the language is too 
hard to understand—they use too many big words.” 

This blast herewith (powered by returns of polls, 
surveys, and questionnaires) is directed at annual 
reports-in general. 

That reports are stuffed up with the technical 
terminology of lawyers, engineers, and accountants is 
not all the criticism refers to. In addition there are 
many places in reports where readers run afoul of 
elegant or fancy writing. Wording that is looked 
upon as bookish, high-toned, school-marmish, high- 
falootin’. Language such as prompted Boswell to say 
to Samuel Johnson, “Doctor, if you were to write a 
tale about minnows you would make them talk like 
whales!” 

So, maybe it will be beneficial to drag out some. of 
these linguistic rapscallions and, by holding them up 
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to the spotlight, possibly prevent them and their kind 
from creeping back into a few reports. 

(While some of the examples to follow are from 
utility company reports, nevertheless the principle 
applies to reports of all industries.) 

Here is something based upon a statement in a 
power company report: 

A utility company man came home one evening, 
and as soon as he got in the door, called out to the 
little woman, “Hey Mildred! I got an increase in 
rate of compensation.” 

“You got a what?” 

“I got an increase in rate of compensation! I got 
a raise!” 

“Well, coming out with that kind of talk, I guess 
you must have blowed it all in at the grog-shop.” 

Of course, no utility man—or any other—talks like 
that. 

But the annual report did! It said, “Payrolls were 
up 25.0%, attributable to increase in rates of com- 
pensation.” 
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— English for the report writer 


Some suggestions on the elimination of fancy language 
in the preparation of the annual report—or any report 


A. Devaney, Inc., N. Y. 


— or the product of a group, it can still be done in readable English 


How to fix it—delouse it—of the “literary” taint? 

Isn’t this plainer and simpler? “Payrolls were up 
25% due to increases in wages and salaries.” 

Here’s another gem, not particularly highfalootin’, 
but somewhat stupefying, “Electric and steam operat- 
ing revenues included amounts billed to customers 
through the operation of the fuel adjustment clauses 
in the rate schedules which require an adjustment on 
service bills in the charge per kilowatt-hour (or per 
1,000 pounds of steam”). 

Sort of reminds one of the immortal words of 
Huckleberry Finn: “The statements was interesting 
but tough.” Except this one wasn’t very interesting. 

What happens when the adjustment clauses start to 
operate? In whose favor is the adjustment? Why do 
they have to say “Service” bills? Do they send cus- 
tomers bills for anything else but service? Finally, 
why put the dang paragraph in at all? 

“The Company’s total bill for fuel was $....... 
higher by reason of larger quantities consumed and 
higher unit prices,” this report also says. (To page 42) 


From Ewing Galloway, N. Y. 
Is it understandable? 
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Courtesy of Lamp Department, General Electric Co. 


Directors’ room, City National Bank & Trust Co., Kansas City, Mo. Notice integrated 

lighting scheme, with soft cove fluorescent lighting for room perimeter and recessed 

filament units, each with 200-watt lamp in glass-covered reflector, giving work light 
to table 


TABLES OF DIRECTION 
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Board room at the Philadelphia Saving Fund Society 


ALTHOUGH THERE IS some evidence of a chang- 
ing trend in the treatment of the board room, in the 
direction of informality and greater flexibility, as in 
the board room at the new New York offices of Philip 
Morris & Company illustrated in these pages last 
month, there are many types of business where the 
old tradition of formality and dignity will probably 


continue to govern the construction and furnishing 
of the board room for many years to come. 

Banking houses in particular adhere to this tradi- 
tion, while taking advantage of every appropriate 
innovation for the comfort and convenience of those 
using these rooms. 

(To next page) 


In the board dining room at Philadelphia Saving Fund Society 
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This terrace is just off the Philadelphia Saving Fund Society’s board dining room 


The picture with this article, of the board room 
at the City National Bank & Trust Co., Kansas City, 
Mo., and the board room and board dining room of 
the Philadelphia Saving Fund Society, the oldest 
mutual savings bank in the United States, show ex- 
amples of the best in formal board room design. 

The board room, board dining room, and a pleas- 
ant terrace just off the dining room form a suite on 
the thirty-third floor of the Philadelphia Saving Fund 
Society's thirty-six story uilding at 12th and Market 
Streets in Philadelphia. The oval board room table, 
32 by 11 feet in general dimensions, is made of macas- 
sar ebony, with the panel pedestal standing on a ring 
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base of stainless steel. Chairs are of tan leather with 
ebony frames, and each has attached to its back a 
stainless steel plaque listing the men who have occu- 
pied that chair since 1816. 

The walls of the board room are done in macassar 
ebony and rotary walnut, and carry portraits of the 
founders and the former presidents of the bank. In 
this room each month the Board of Managers of the 
Society holds its meetings. 

The table in the board dining room is of rosewood, 
made up in 54 by 60 inch sections. Chairs are of blue 
leather with rosewood frames. The walls are finished 
in rosewood and laurel. 


STENOGRAPHER 
EXTRAORDINARY 


“YOU NEVER KNEW the Caligraph, did you?”, Miss 
Elsie C. Duff asked. “Well, you didn’t miss anything. 
It wasn’t a very good machine.” 

Seated in a her public stenographer’s office a few 
steps above the lobby of the Prince George Hotel, on 
28th Street, near Fifth Avenue in New York, Miss 
Duff, a young and active 79, smiled at her memories of 
the typewriters she had had to contend with in the 
early years of the century. She has been a public 
stenographer for forty-five years now, with no intention 
of retiring for a long while yet. 

“Then there was the Smith Premier,” she continued. 
“It had a double bank keyboard—one bank for capi- 
tals, and one for lower case letters. The keyboard on 
the old Hammond looked like an organ console in 
miniature, and it had its type on a removable ring, so 
that you could switch to various styles of type and 
write in foreign languages. And the old Remington 
No. 6—now that was something! When you used it, 
you typed blindly—had to raise the platen to see how 
the typing looked. But we made out all right, just the 
same.” 

(To page 62) 
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“had trouble with this cylinder...” 


STENOGRAPHIC DEPARTMENTS of Employers 
Mutuals of Wausau, Wausau, Wis., are using a new 
form on which difficulties encountered in transcribing 
cylinders can be reported to dictators with a minimum 
of time and effort. It is a check list of twenty ways 
that the cylinder may be defective and/or that infor- 
mation given the transcriber may be inadequate. 

The items include such notations as “Dictated be- 
fore cylinder was in motion,” “Failed to distinguish 
between numbers or letters of like sound,” “Failed to 
indicate extra copies on indicator slip, requested 
copies at end or in middle of memo or letter,” and 
“Failed to enclose correspondence.” 

Stenographers make out the reports in duplicate, 
giving one copy to the supervisor, who can contact the 


dictator personally if the records indicate failure to 
improve. 

“It has always been a problem for a stenographer to 
tell one of her dictators by note of some of the reasons 
she is having difficulty with his cylinders,” the an- 
nouncement of the new form said, “With a printed 
form the dictator will have no reason to resent receiv- 
ing it, because he knows that it is stenographic 
procedure.” 

A Boston employee of the company, Lawton Kings- 
bury, received a $50 award in the company’s sugges- 
tion system for the idea. Copies of the form, repro- 
duced here, may be obtained by writing Mrs. Lorraine 
Blieding, stenographic supervisor, Employers Mutuals, 
Wausau, Wis. 


Idea came through company’s suggestion system 


DICTATING AND TRANSCRIBING REPORT 


4 


° 


Date 


Dictated too fast. 


Enunciation not clear. 


Difficulty was encountered in transcribing your cylinder for the following reason: 


Dictated before cylinder was in motion. 


Too slow. 


Dictated after releasing button. 


Dictated beyond end of cylinder. 


Too loud. 


Failed to spell or write out proper names or unusual words. Example: 


more cylinders. 
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Record indistinct (Please talk louder) 

Failed to indicate corrections. 

Failed to indicate length of letter or memo. 

Record noisy. Will have machine checked. 

Failed to distinguish between numbers or letters of like sound. 
Failed to indicate that paragraph(s) or tabulation was to be inserted. 


Failed to indicate stationery to be used such as Employers letterhead, copy 
for paper, plain white paper, etc. 


Failed to indicate extra copies on indicator slip, requested copies at end 
or in middle of memo or letter. 


Please check spelling of name or address. 

Failed to give proper instructions on how to set up. 

Failed to indicate beginning or end of quotation, indentation or tabulation. 
Failed to,enclose correspondence. 


Failed to indicate number of cylinder when dictation is continued on two or 
Dictated through groove in cylinder. 


Any questions on this report should be discussed with the Stenographic Supervisor. 


Operator's Number 


INSTRUCTIONS TO OPERATOR: Prepare this report in duplicate. Return one copy 
to dictator with the transcribing folder and one copy to Stenographic Supervisor. 
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ACCOUNTING MACHINE 
an entirely new type, the Sensimatic, automatically 
controls its operations through a “sensing” unit. By 
performing its functions automatically according to 
instructions received from this Sensimatic control, 
the machine is said to achieve greater flexibility, 
speed, and ease of operation, Produced by the 
Burroughs Adding Machine Co., Detroit, the new 
machine "fills the middle ground, in both price and 
performance, between the company's small portable 
bookkeeping machines and the more expensive, high- 
ly specialized automatic accounting equipment." The 
Sensimatic control unit is attached to the carriage. 


ONE OF FIVE NEW PRODUCTS 


which were introduced at the recent National Office 
Management Association show in Cleveland, is the 
mailMaster, a compact business machine that opens, 
seals, and affixes postage stamps. The other devices 
which were shown by the manufacturer, Commercial 
Controls Corp., Rochester, N. Y., were their Flexo- 
writer automatic tape recorder-reproducer; multi- 
Dealer, multiOpener, and Profit model automatic 
stamp vending machine. The mailMaster, which occu- 
pies a space about as large as a letterhead, opens 
envelopes by inserting envelope in the unit and 
simply pressing down on a hand lever. The convenient 
sealer holds six ounces of water, can easily be re- 
filled. It also stamps with a positive adhesive prin- 
ciple. The unit holds stamp rolls of 500. Of all steel 
construction, it has a soft grey finish. Priced at $52. 


LABELING TAPE 
that is said to be smudge-proof, has been intro- 
duced by the Labelon Tape Co., 102 Anderson Ave., 
Rochester, N. Y. The pressure sensitive tape is also 
waterproof, oil proof, acid resistant, and will with- 
stand temperatures up to 150 degrees Fahrenheit. 
Made of acetate tape with a special carbon material 
sealed between. Identification cannot be erased, 
smudged, or rubbed off, even by constant handling. 
Packaged in its own dispenser with a built-in cutting 
edge, tape comes in %, %, and 1'/2-inch widths, 
with either blue or black edging. 
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new things in the news 


PAPER JOGGER 
from the Thomas Mechanical Collator Corp., 30 
Church St., New York, is designated as model 
ee BTJ-15. Its features include the ability of the tray 
to jog up to 6 inches of paper; adjustable vibration 
ae control, and adjustable tray angle. Designed pri- 
Ae marily for 8!/. x Il-inch paper, it is priced at $135. 


PIN FEED PLATEN 

a form feeding device for attachment to Inter- 
national Business Machine Corp.'s electric typewrit- 
ers, provides an easy way of converting these ma- 
chines into efficient continuous-forms-writing ma- 
4 chines, since it feeds, aligns, and accurately registers 
4 marginally-punched forms at the writing point. Easily 
interchanged with standard platens, the IBM type 
feeds forms with holes 5/32-inches in diameter, 
spaced vertically '/-inch apart from center to cen- 
ter over the full length of the form, punched in 
both margins and identically located on all copies 
of all sets through the pack of forms. Five cylinder 
lengths are available to accommodate forms from 
5%,-inches to 103%-inches wide. 


ROOM AIR CONDITIONER 

produced by the Mitchell Mfg. Co., 2525 Clybourn 
Ave., Chicago, is designed for quick installation in 
a window. It is a complete, self-contained unit 
that will perform all the functions of true air con- 
ditioning, says the company. These include cooling, 
dehumidfying, filtering, circulating, and ventilating. 
It plugs into wall base socket just like a radio. No 
; water connections, ducts, or pipes are required, and 
siti no plumbing or wiring is needed. Model M-120 
‘@ ro. (shown) has a 1/40 H.P. motor, operates on alter- 
nating current. Cabinet made of steel, available 

in beige finish. Net weight is 192 pounds. 


ADDING TABULATOR 

which may be actuated automatically or manually 
and print in either vertical or horizontal sequence, 
has been manufactured by the Underwood Corp., 
One Park Ave., New York. The carriage and auto- 
matic feature controlling mechanism have been de- 
signed to tabulate and return in unison or to operate 
independently of each other. Tabulator is equipped 
with direct subtraction and credit balance with a 
listing capacity of ten columns and totaling capacity 
of eleven columns. It prints items in black and 
totals and sub-totals in red. 
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ROTARY-TYPE CLEANING TOOL 

called Type-Brite makes it easy to clean typewriter 
keys and keeps the hands clean at the same time. 
Typist holds it like a pen and lets it roll across keys. 
While doing so, fluid distributes itself, the rotary 
nylon picking wheel digs out loosened particles, and 
the polishing brush whisks them away. No dauber 
is used and fluid will not spill because bottle remains 
closed, even when in use. A product of the Trum- 
bull-McFall Co., 317 Pine St., Green Bay, Wis., 
Type-Brite is priced at $1.60 with 4-ounce bottle of 
fluid. Refills at 60 cents each. A deluxe kit which 
includes platen cleaner, is available at $2.65. 


FLOOR MAT 

made of synthetic rubber and trade-named Lam-Tex, 
has been introduced by the Burgess-Berliner Associates, 
industrial development engineers of St. Charles, Ill. 
Designed to reduce fatigue suffered by standing 
workers, the mat is porous and springy and is said to 
resist rotting from age, moisture, oils, and from chemi- 
cals used in dry cleaning. Pad is 20 x 36 x '/2-inches, 
with beveled edges. 


UPHOLSTERED COUCH 

created by Joseph Huston, a leading designer, is 
upholstered in Sealtuft, a stitchless quilted plastic 
produced by the Jason Corp., 1033 Jefferson St., 
Hoboken, N. J. Sealtuft is actually a “sandwich” 
of two layers of vinyl plastic, welded together. It 
is stain and water-proof and easily cleaned with 
e damp cloth. Available in five patterns and a 
wide choice of colors and textures. 


PERFORATED FILM STENCIL 

for which patent has been applied, is said to improve 
the utility of the film type of stencil. It eliminates 
the possibility of glue on the operator's hands, on the 
machine, or sticking together of stencils when filed 
away. After stencil is cut, film is torn off along per- 
foration line, the remaining film covering the glue 
line. In addition the Klean-Write stencils are non- 
glaring, will take long runs, and have sharpness of 
write. Available in green, white, yellow and black, 
from the Frankel Carbon & Ribbon Co., 1716 Arapa- 
hoe St., Denver, Colo. 
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new things in the news 


| 


Seen 


AUTOMATIC LETTER WRITER 

model 5100, is the latest designed to do quantity 
typing in limited office space. A product of the 
American Automatic Typewriter Co., 614 North Car- 
penter St., Chicago, is for use with electric type- 
writers only. Using a battery of four of the machines, 
a typist can turn out 500 to 600 personalized letters 
a day, or perform other duties and at the same 
time produce more than 150 letters a day. Overall 
width of this model is only a few inches greater than 
standard width of a typewriter. Typist slips a record 
roll into machine's record compartment. Next, she 
places a lettor-head in typewriter to type the salu- 
tation. That completes her work. Machine types the 
rest of the letter while she performs other work. 


CEILING AIR CIRCULATOR 

available from Transamerican Sales Co., 5700 Detroit 
Ave., Cleveland, features built-in lighting, thermos- 
tatic control, and positive No-Draft design, thus 
combining in one unit an effective air circulator 
and an attractive overhead lighting fixture. Model 
illustrated is 19 inches overall in p Roeesra It pro- 
vides constant air circulation at rheostat-controlled 
speeds, and is easily installed since no ducts are re- 
quired. It is suspended by four vibration-absorbing 
springs to a ceiling mounting plate. Frames and 
louvers are steel spinnings finished in grey baked 
enamel with a hammered effect. 


ALUMINUM LETTER TRAY 
model 100-DT, is a product of the Valco Co., 2937 
Sheridan Ave., St. Louis. Of etched and lacquered 
aluminum, the tray features an easy stacking device 
and neatly designed label holder. This model is 2- 
inches high; 12!/2-inches long, and 1054-inches wide. 


EXECUTIVE CHAIR 

the president model, No. 830, from Wells Chair Corp., 
725 La Salle St., Chicago, is upholstered in Duran 
and Sheltmoor fabric in chartreuse, green, grey, or 
red. Leather is furnished in brown, green, grey, or 
red, with special colors on request. Finish is soft satin 
or choice of grey, green, or brown in baked enamel. 
Has a 5-inch foam rubber seat spring filled, with ad- 
justable tilt. Arms, too, are foam rubber. Height of 
chair, 34!/2-inches minimum overall. 
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SPONGE CUP 
designated the No-Over-Flo, is the latest product of 
the Sengbusch Self-Closing Inkstand Co., 2222 West 
Clybourn St., Milwaukee. Molded in two parts of 
durable plastic, the cup has a surplus water compart- 
ment at either side of sponge. Simple to fill and 
clean. Comes complete with sponge at $1. Red 
rubber sponge is priced at 20 cents. 
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TWO-MILLIONTH PORTABLE TYPEWRITER 
produced by the Royal Typewriter Co., Inc., 2 Park 
Ave., New York, at its Hartford, Conn., plant is 
shown as foreman H. P. Christensen aligns it. Look- 
ing on. left to right. are W. H. Beckwith, sales 
manager of the portable division; D. B. Starrett, 
vice-president in charge of sales, and H. J. Hart, 
vice-president in charge of production. Mr. Beck- 
with said the “big reason for the portable's soaring 
popularity is the technical progress which has made 


= complete typewriter performance in a port- 
b 


OFFICES AND SHOWROOMS 
newly opened in the News Bldg., 220 East 42nd St., 
New York, by the Globe-Wernicke Co. of Cincinnati, 
combine the latest in modern styling and efficient, 
comfortable working conditions. Donald Deskey & 
Associates, New York, are the designers. Pictured 
from top down are views of the reception foyer and 
entrance to the large showroom; a showroom with 
executive private offices in rear, and Globe-Wernicke 
products at left and right; another section of the 
showroom which spotlights the company's GlobeArt 
and Let-R-Guard files; a private office utilizing the 
G/W 76-inch Streamliner conference desk and side 
chairs; a division of the sales office showing arrange- 
ment of single and double pedestal secretarial and 
stenographic desks, chairs and cabinets; and another 
view of the sales division where valuable floor space 
is saved by using the company's five-drawer steel files. 
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BIG TALK, LITTLE MEANING 
(From page 29) 


First off, why “total” bill for fuel? If it read, “the 
bill for fuel was $....... ” who would think they 
meant anything but “total”? 

Next, if you paid more last year for coal to heat 
your house you’d say “My coal bill was higher last 
year because I used (not ‘consumed’) more coal and 
in addition the price went up” (not “higher unit 
price”). Ever hear a housewife, or anybody else 
say, “The ‘unit price’ of eggs is higher?” Or “unit 
price” of anything? If the price goes up, of course the 
unit price does! 

One more unit from this same report—something 
which may be what G. K. Chesterton calls a conse- 
quential inconsequentiality! 

“This was the first calendar year in which operat- 
ing revenue exceeded $...... ride 

The general reader is not familiar with the usage 
“calendar” year to differentiate from “fiscal” year. 
Consequently the reader thinks, “What do they stick 
in the word ‘calendar’ for? Do they think I don't 
know a year goes by the calendar?” 

Besides, this particular company is not a “fiscal” 
year company. 

Some utility companies, instead of saying “resi- 
dential customers,” use the term “household custom- 
ers,” which seems more descriptive and less high- 
toned. (You wouldn’t think of saying, “Come on over 
to my ‘residence’ tonight and we'll play a litle gin 
rummy.” You'd use the word “house.” 

Another example— 

A chart appears with the heading “Trend in Oper- 
ating Costs.”” In it are printed “Fuel Costs, up 182% 
and Other Operating Expenses, up 53%.” 

The reader wonders why they say “Fuel Costs’ and 
“Other Expenses.” Why not the same word, either 
“costs” or “expenses”? Besides, in an adjoining para- 
graph they say “Total operating expenses show an 
increase .. .”” Why do they say “Operating Costs” 
in the chart heading and then turn around and cail 
it “Operating Expenses” elsewhere? The reader 
would be justified in thinking they were two differ- 
ent things. He thinks to himself, “When is an ex- 
pense not an expense? When it’s a cost.” Something 
like, “When is a door not a door? When it’s ajar.” 

For the heading, instead of “Operating Costs,’”’ use 
“Cost of Running the Business.” That’s what Oper- 
ating Costs are. 


4 
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Many companies, utilities or otherwise, seem un- 
able to bring themselves to say they “spent” money. 
It was not “spent,” but “expended,” or an “expendi- 
ture” was made. 

Here, just read this, for instance: 

“In 1949, $9,500,000 was expended on such facili- 
ties. In 1950 there will be $13,500,000 of such ex- 
penditures. Expenditures for such facilities in the 
five-year program amount to $70,600,600.” 

Who on earth would think of saying to anybody, 
“My expenditure for a new pair of shoes today 
amounted to $12.95.”? 

Maybe it is considered that when the amount spent 
runs into great, big figures it deserves a great, big 
word instead of a common, ordinary, one-syllable thing 
like “spent.” 

Now let’s take Jim, who is a janitor in a large elec- 
tric company. He meets an old pal he hasn’t seen for 
some years. The old pal asks him what he’s doing. 
Jim says, “Why, I’m one of the people who make 
electric service available to the 437,000 customers of 
my company.” 

Of course neither Jim nor anybody else in an elec- 
tric company ever said that! 

But the annual report did! It said, “. . . the people 
who make electric service available to our 437,000 
customers. Figures cannot describe the solid hours of 
work of our engineers, research men, supervisors, 
trouble shooters, meter readers, elevator operators, 
linemen, janitors and the hundreds of others.” 

My, what magniloquent language! 

Some electric companies cannot bring themselves 
even to say they “sell” electricity. Instead, they say 
they “render” electric service. What would you think 
if the milk man said to you “I don’t sell milk. I 
render milk service.”’? 


Some people may say that to pay heed to things of 
this nature is carping, captious—straining at a gnat. 
But it is these little stretches of high-sounding word- 
ing sprinkled throughout a report whose sum total 
gives the publication that taint of talking in a stilted 
and affected manner. 

What comes next really deserves a quotation from 
the Scriptures: 

“If then I know not the meaning of the voice, I 
shall be to him that speaketh a barbarian, and he that 
speaketh will be a barbarian unto me.” 

—I Corinthians XIV, 11. 

A picture is printed with a man astride the top of 
a terrifically complicated and intricate section of an 
immense piece of-machinery. The man is bent down 

(To page 60) 
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The “BANKER’S” File No. 473 

Contains: Three letter files on ball-bearing 
rollers, plus three adjustable storage com- 
portments under lock and key. Size 374%” 
high, 304,” wide, 172” deep. Olive green 
or Cole qray finish. 


With plunger- 
type lock which 
automati- 
cally locks all 
drawers No. 
473PL $43.75 


Cole's new, streamlined 330,000 foot plant on one floor enables us 
to bring to you the popular ‘‘Junior Secretary"’ at a new low price. 
Equipped with a double index drawer for 3” x 5” or 4” x 6” cards 
(3200 capacity). Card drawer can be used for cancelled checks. A 
letter-size ball-bearing filing drawer for correspondence. Another 


letter-size ball-bearing drawer for invoices and orders. A storage 
cabinet with three adjustable compartments under lock and key. 
Size 32” high, 30” wide, 17 2” deep. In olive green or Cole gray. 


With plunger type lock which automatically locks 
all drawers No. 370PL 


With locks on both letter size drawers ‘40” 


No. 370LL $37.95 
PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF ROCKIES. 1132 


@ COLE STEEL EGUIPMERT COMPANY . 
“fF 285 Madison Avenue, == New York 17, N. Y. 
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The ‘‘AUDITOR’S”’ File No. 478 

Contains: Two double index drawers for 3” x 5” or 
4” x 6” cards (6400 capacity); card drawer can also 
be used for cancelled checks; two ball-bearing, full 
width,letter size drawers; a safety vault (no keys nec- 
essary, only you know the dial combination); three 
adjustable storage compartments under lock and key. 
Size 37%” high, 30%” wide, 1712” deep. Olive 
green or Cole gray. 


The above cabinet with four letter size drawers, instead of 
two. (The additional drawers replace the lower storage 
INE FO MR iicancrenstaccecinsicrrmiscnssiercceansints $52.50 


BLUEPRINT CABINET—Droawers on ball- 
bearing rollers. Green or Gray. 

No. 4030: 5 drawers $86.95; Base, $14 
Inside drawers: 37” w, 25” d, 2%," h 
Cabinet size: 40” w, 28” d, 15%” h 
No. 4332: 5 drawers... $124.95 


Inside drawers: 43” w, 32” d, 2%,” h 
Cabinet size: 453%” w, 35%" d, 15%4""h 
LARGER SIZE AVAILABLE. 


AL’ 


With plunger-type 
which automatically locks 


PORTABLE “JUNIOR” FILE — Desk 
height for both hanging or regular fold- 
ers. Lock and 2 keys. 30%” high, 24” 
deep. Olive green or Cole gray finish. 
No. 2654—Letter Size... $20.00 


STEEL CARD BOX—A beautifully No. 
streamlined steel tickler box for 3x5 ‘ C335 
Index Cards. 300 card capacity. Olive C346 
green or Cole gray finish. C358 
No. C35 $1.25 C369 


STEEL CARD CABINET (1500 Capacity) 


PRICES SLIGHTLY HIGHER IN ZONES 2 AND 3 


rt COLE STEEL yaa ke ht 


285 Madison Avenue, 


STEEL CARD CABINET (3000 Capacity) 

Green or 
No. Card Height Width Gray 
C3352 3x5 5%,” 12-5/16” $5.15 
C3462 4x6 6%” 14-7/16” 5.90 
C3582 5x8 7%,” 18%” 8.15 
C3692 6x9 8Y,” 204,” 10.15 


~ New York 17, N. | 
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STEEL SAFE—With a Yale 3-wheel screw 
wedge combination lock and locking 
| bolts. 30%” high, 14%,” wide, 285%” 
deep. Olive green or Cole gray. 
i No. 2906 $49.50 
} Same as above with adjustable shelf 
instead of 2 Vault Boxes. No. 2900 $49.50 
Walnut or Mahogany $9.00 additional. 


PORTABLE DESK FILE — Desk height; 
top slides closed; has lock and key; 
rolls on castors. Green or gray finish. 
No. 854—Letter Size $36.95 
No. 858—Legal Size . $44.95 


PTE er 


ae ee 


COMBINATION CABINET — Top is a 
safety, lock compartment. Bottom is a 
letter size ‘‘Air-Flo'' suspension file. 
Size 30%,” high, 14%," wide, 285%” 
deep. Olive green or Cole gray. 

No. 5002 


Walnut or Mahogany $9.00 additional. 


CHROME ARMCHAIR—Upholstered in 
vinyl-coated simulated leather. Triple- 
plated chrome finish. 31” high, 21” 
wide, 22” deep. Choice of colors. 

No. 4000 $39.00 


4-DRAWER “AIR-FLO” FILE—With 
ball-bearing cradle suspension for 
smooth operation. Green or gray. 

Letter Size No. 1004 ............ $59.60 
144%,” w, 51%” h, 28%" d 
Legal Size No. 8004 paabsiiidasinds $68.40 
17%,” w, 51%” h, 285%" d 
Automatic lock ........ $11.00 additional 
Walnut or Mahogany finish-add $12.00 


TYPEWRITER TABLE — All steel! table. 
Linoleum top with fine aluminum edging. 
Green or gray finish. 25%,” high, 29%” 
wide, 15)” deep. 


No. 755 .. $18.00 


BANKER’S NOTE FILE—With improved 
Compressor. 53%” high, 11%” wide, 
15%,” deep. Green or gray finish. 


No. C40—with flat key lock.........$15.00 
No. C40Y—with Yale lock............... $18.50 


STEEL SECURITY BOX —Combination 
lock. 16” x 12” x 7%”. Cole gray 
crinkle finish. No. C1505 — $13.00 
Same as above with Yale lock— 

No. 1505Y $14.50 


STEEL SECURITY BOX — Sturdy lock 
with two keys. 11%" x 7%" x 4%”. 
Green crinkle finish. No. C180 $5.50 


Same as above with Yale lock— 
No. 180Y $8.50 


FREE CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST 


STEEL EQUIPMENT COMPANY 
~ —s Avenue, A New York 7, ay, 


COLE 
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FREIGHT BILLS 


SANITARY BASES 


for all size files 


FOLLOW BLOCKS 


made for any size file 


$310 75¢ 
SIZES AND PRICES STURDY CONSTRUCTION — Prontos are built of 275 
; Ib. test corrugated fibre board and reinforced with 
‘ FIBRE BOARD TEEL 
i ! the f f the drawers. 
Inside Dimensions DRAWER FRONT DRAWER FRONT steel on the shell and the four corners o e draw 
Suggested Uses 
. P File PRICE File PRICE 
Width Height Length No. Single Carton || No. Single Carton 
letter si 2% 101 os | eae 3. geo Vim. ees. 2 SAVE FLOOR SPACE — Constructed so that they inter- 
Lather _ Pm i pe 10, - 15 | Gos. ae : -< 2.90 || 1210S... 3.75... 3.65 lock into solid units and stack as high as the ceiling, 
15 a eer ESi0 ... 37%... 36 ISIOL.. 4.85... 4.75 . 
10% .. 8%..24 | £109 .. 275.2. 265 || lo: 3.40: 3.30 saving valuable floor space. 
*2 Rows 8x5 Forms. 10% .. 8%... 24 Els .. 3.05.. 2.9% 108L.. 3.65.. 3.55 
*Invoices or 2 Rows 8x5|| 10% .. 8% .. 18 | EI08M . 3.00.. 2.90 108M 3.60... 3.50 
—— I cen R/4 ‘ss iy es 4 pi _ — as Oe 1971L Ree e« 4 
. octane < aa oe... 26.. 2S 104L Ses. & 
Drafts or Chec! A -. 4% ..24 | E94 2. 2.10.. 2.00 || 194IL 260. 250 LOCATE YOUR RECORDS EASILY — No more need of 
Drafts or Checks. We .. Wy... 18 | E94M.. 205.. 1.95 | 194IM . 255... 2.45 fussing and fuming. With Pronto files you can get at 
5x8 Forms 8 a. eee 60 .. 235.. 2.28 1851L 2.85 .. 2.75 A c : R 
*Deposit Slips (2Rows 8% .. 5%..15 | EBS .. 2.25... 2.15 |] 1851s 2... 2 all records just as easily as in your regular active files. 
Deposit Slips. 8% .. My. . 24 | E84 2. 210... 2.00 || I84IL.. 2.60.. 2.50 
Tabulating Cards . 7 a. eae, E73 - 2.10.. 2.00 |] 1731L 2.55... 2.45 
sat Cards (2Rowsy || I2 1. 81124 | Em 12 298. aes | IaeLl. deol. 30 
x6 Cards ows a: a6 . ;  - 6! 40. . 
3x5 Cards (2 Rows). || 10% .. 3%..24 | E103 .. 265.. 255 |] 103L.. 3.35... 3.25 BEAUTIFUL APPEARANCE — Pronto files are beautiful 
Vouchers (Upright) Si, .. 10%... 24 6592 .. 2.90. 2.80 1592L 3.65 . 3.55 pF ‘ . : 
fisgeer Sheets _.. 7? 8 +s 1... S.. Be 912L 4.25... 4.15 in appearance, finished in an attractive olive green. 
Ledger Sheets 12%... 12%... 18 | E12 4.45. . 4.35 || 1212M . 5.80... 5.70 The sec! drawer front matches your regular ective 
*These numbers have removable divider partitions. {Packed 6 to a carton—all others |2 to a carton. office files. 


Prices slightly higher in Texas, Colorado and West of the Rockies.” 
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INTERCOMS 


Automatic Electric Corp., 1027 W. Van Buren St., Chicago 
PAX Telephone Systems 

@ Each system consists of a central automatic switch- 
board, much like those of public automatic telephone ex- 
changes; the required number of automatic dial-type tele- 
phones, and the necessary wiring. Smaller systems have 
capacity limits, but may be replaced by larger switchboards 
at any time, without disturbing the telephones and wiring. 
The larger systems may be expanded by simply adding to 
the original installation. Operate from 24 or 48 volt noise- 
less direct current, supplied by either a battery eliminator 
(operating on 115-volt, 60 cycle AC) or a storage battery 
and charger. In all except the very large systems, the 
power equipment is placed within the switchboard cabinet, 
making a neat and compact unit which may be placed in 
almost any convenient space which provides the necessary 
commercial power connection. 


Dictagraph Products, Inc., 580 Fifth Ave., New York 
Dictagraph Executive Station 

@ Dimensions: Twelve call, 14” x 434” x 9”; twenty call, 
181%” x 434” x 9”; thirty call, 143/16” x 8%” x 9”; forty-six 
call, 18 11/16” x 8%” x 9”. Cabinet made of hardwood, wal- 
nut finish, modern design. Names of individuals or depart- 
ments are engraved on neat bakelite strips. Visual indicator 
shows who is calling. Soft-toned buzzer signal may be 
turned on or off at will. 

Caller may talk to one person privately, or hold a con- 
ference with two or more at will. He may speak through 
handset, or directly into microphone contained inside of 
cabinet as he chooses. He may receive messages via hand- 
set, or via loudspeaker installed inside of cabinet. Signals 
indicate who is calling and who is being called. If party 
called is absent, signal remains until he returns. Direct 
connection to each individual, no dialing or switchboard 
required. Conversations absolutely private, impossible for 
others on same system to listen in. System gives important 
executives right of way, their calls being indicated even 
though party at other end is speaking to someone else. 


Executone, Inc., 415 Lexington Ave., New York 

Intercom System 

@ Dimensions of station pictured: 734” high, 83%” wide, 
and 11%” long. Housed in streamlined cabinets. Design 
allows expansion without sacrificing original investment. 
Pressing any button automatically announces the call at 
the station selected by means of a modulated chime and 


Tools of the Office 


A continuing series 


This month: intercommunicating 
equipment, payroll machines, pay- 
roll systems, and pencil sharpeners 


Above: Talk-A-Phone Co.’s Forty-Niner model. Below, 

left to right: the models of Inter-Communiation System 

of America; National Inter-Communicating Systems, Inc.; 
and Dictagraph Products, Inc. 


signal light. No need for caller to press talk bar, or to 
announce himself, or for the individual being called to 
“match buttons” with the station calling. New electronic 
voice circuits in this equipment are engineered to give 
what maker calls “selective sensitivity,” circuits’ function 
being to minimize high and low frequency background 
noises, making voices easily recognizable. Electronic key 
clicks, sometimes associated with intercom equipment, have 
been eliminated. 

Full trunkage switching, maker claims, allows as many 
simultaneous conversations as there are pairs of executive 
stations, and also protects conversants from eavesdropping 
or cutting in. Four types of systems using the basic units 
are available; optional features too. 


Inter-Communication System of America, 2433 So. Indiana 
Ave., Chicago 

Flash-A-Call Intercoms 

@ Models are available to serve a minimum of 5 remote or 
sub-stations, up to 100 remotes. Provides two-way inter- 
communication between the remotes and the masters, with 
origination of the call at either point. Most models so 
engineered as to eliminate the need of the person being 
called returning to his remote station, and a two-way con- 
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INTERCOMS 
Tools of the Oltice 


versation can be carried on between the master and the 
party at the remote, permitting the party at the remote 
station to continue with his work without interference and 
still carry on the necessary conversation. Some models, 
being used for inter-communication purposes, can be used 
for paging or for announcements throughout the plant. A 
warning signal can be made a part of this equipment. A 
system can be installed which will permit a number of 
separate conversations at the same time. 

Feature of model pictured is the plunger type annuncia- 
tor. There are push buttons identifying each remote sta- 
tion, so that by pressing lightly on the push button a call 
is originated to any particular remote station. Below these 
push buttons is a red plunger annunciator which pops out 
when any particular remote station calls the master, thus 
identifying the source of the call so that in the event the 
operator of the master station is not at his desk, or is not 
in his office, upon his return he can determine which sta- 
tion called him and can immediately start a conversation by 
depressing the push button. 


Kellogg Switchboard & Supply Co., 6650 So. Cicero Ave., 
Chicago 

M-5 Select-O-Phone System 

@ Gives any 5 people in an organization the advantages of 
a private telephone system. Small and compact—measuring 
6” x 8%” x 4%”. Constructed of metal with regular tele- 
phone hand piece. Has push button signalling between 
each station. To make a call, remove the receiver, push the 
button for the station desired. Signal will sound only at 
that station. No dials or switching equipment are required. 
Initial cost approximately $60 per station. A full-fledged 
inter-communication system affording service to from 5 to 
48 inside desks or offices is available. 


Mark Simpson Mfg. Co., 32-28 49th St., Long Is. City, N. Y. 
Con-fer-Phone 


@ JMP-6 (six station master); JMP-12 (12 station master). 
Master—125%” x 7%” x 51%” high: remote—65%” x 71%” x 
5%” high. Finished in attractive walnut hammertone. Fin- 
ish available in baked white enamel. Master to master 
installation. Master to master to remote intermix installa- 
tion. Masters can call each other at will and carry on 
several two way conversations or private conferences with 
as many masters as desired. Even with power off the 
master can receive a call. Remotes—One type can receive 
a call from any master but cannot originate calls to a 
master. The other type can both originate and receive. 
Both types can be wired for privacy. Price: JMP-6 (with 
tubes), $57.95; JMP-12 (with tubes), $67.95. 


Modern Telephone Corp., 590 Madison Ave., New York 
Modernphone 

@ Dimensions 6%” wide by 914” deep and 414” high. This 
size instrument available with 5, 10 or 15 push-buttons. 
Material and push-buttons black bakelite. Special shape of 
transmitter cover blankets outside noise. To operate, 
hand-set is lifted and proper name button depressed which 
both rings and connects with the other party. Conference 


was 


Executone’s system 


called by depressing proper number of buttons at once. 
As many separate simultaneous conversations possible as 
there are pairs of instruments. Any phone can call any 
other. No tubes, no relays, no separate ringing buttons or 
keys and no central switching equipment necessary. Can 
be operated from batteries or regular current. Price per 
mstrument ranges from $32 up. 


National Intercommunicating Systems, Inc., 1531 Devon 
Ave., Chicago 
Model P620-PBXC 
@ Measures 1414” long, 634” high, 714” deep. Manutactured 
under RMA guarantee. Solid walnut, hand-rubbed, piano 
finish cabinet. Operates without the use of a talk-listen 
switch or bar. Merely push desired station button to talk. 
Release to listen. All masters in system can be of this 
type. One master in the system may be of the “running 
conversation” type. That is, push desired station button 
and talk without necessity of holding button. Button will 
remain in that position. Price $89.95. Also available with 
ten stations at $74.94 and with thirty stations at $104.95. 


Albert Pratt Co., 956 N. 15th St., Milwaukee, Wis. 
Inter-Office Communication Equipment 
@ This organization makes custom-built equipment. 


Wm. M. Smith Co., 20 Ferguson Ave., Broomall, Pa. 
Callmaster 

@ Size—7” x 5%” x 3%”. Lustrous, mahogany grain, 
rugged plastic cabinet. Has 3 standard tubes; 15 ohm 
sound-speaker. Press to-talk button (top); release to listen. 
Volume control adjusts voice-power. Sub-stations originate 
calls—have privacy when desired. Station-selector on CM- 
20 and CM-30 for private calls (no eavesdropping). Allows 
all-station conferences. Audible 50 ft. to 100 ft. from sta- 
tion. Distance between stations 2000 ft. Model CM-10, 
consists of master, sub-station and 50 ft. coil braid-covered 
wire. Retail, $39.95. Model CM-20—Master for 6 sub- 


Below, left to right: models from Mark Simpson; Auto- 
matic Electric; Wm. Smith, and TelAutograph Cos, 
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INTERCOMS 
Tools of the Oltice 


stations. Like above except addition of station-selector. 
Retail: Master $39.95; sub-stations $10.95 each. Model CM- 
30. Like CM-20 except all are masters. Any station reaches 
any other or all. Up to 7 in system. Retail $39.95 each. 


Stremberg-Carlson Co., 100 Carlson Rd., Rochester, N. Y. 
The Executive Telephone System 

@ Dimensions are 5” wide by 734” deep. Can select and 
individually ring any other master. As many simultaneous 
conversations can take place as there are master stations, 
divided by two. Conferences can be held on any line by all 
parties pressing the same line button. The Executive is 
built of standard telephone parts. The system affords the 
privacy of holding a telephone to one’s ear. The master 
telephone may be used for either wall or desk mounting. 


Talk-A-Phone Co., 1512 So. Pulaski Rd., Chicago 

Chief Forty-niner; Chief Redi-Power 

@ Dimensions: Chief series master stations 12” wide x 9” 
deep, 7” high. Staff stations 8” wide x 71%” deep x 7” high. 
All models housed in Bakelite cabinets in choice of wal- 
nut or executive grey finish. Chassis completely enclosed 
with all necessary service data and diagram on underside 
of each unit. The Chief series handles six, twelve, twenty, 
thirty and forty capacity master stations, or more on spe- 
cific order. Multi-Magic selector permits selection of up to 
thirty stations with only twelve push buttons. The Redi- 
Power unit furnishes a full 10 watts, with self-compensat- 
ing power output that automatically supplies exactly the 
output needed—each station receives its full predetermined 
volume whether called singly or as one of many stations. 
This exclusive feature is designed for efficient, economical 
paging and to solve complicated or special inter-com prob- 
lems. Various capacity master stations and staff stations 
can be intermixed, changed and additional units may be 
added to the master system economically without affecting 
existing setups. Conference calls and paging systems are 
integrated. Through the Dynasonic selector, each master 
station can designate certain staff stations as either private 
or non-private. When non-private, persons at staff stations 
may reply at considerable distances from instrument. List 
prices: from $72.50 for six-station master to $140 for 40- 
station master with private earphone. Staff station to origi- 
nate call to two masters, $28—to one master, $18.70. Staff 
to six masters, $51.00. 


TelAutograph Corp., 16 W. 61st St., New York 

Telescriber Model "C" 

@ Transceiver (both transmits and receives messages) is 
13 11/16” wide, 213%” deep and 9” high at the maximum 
height. Receiver (receives messages only) 12-11/16” wide, 
10” deep and 9” high. Finished in a grey sandblast Roya- 
lite. Design is radically changed from earlier model; 
more graceful in appearance and designed to blend in with 
any type of office decoration. Telescribers are connected 
by wire and operate electrically. TelAutograph telescriber 
transmits handwritten messages from one point to another 
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instantly. One person may write to one, two or any group 
of receivers he desires. Selective keys are supplied to per- 
mit changes in the grouping of localities to receive mes- 
sages. Messages written on the receiver are exact repro- 
ductions of the original handwritten message. Every Tel- 
Autograph Telescriber System specially designed and con- 
structed to fit the specific needs of the user, therefore no 
standard pricing exists. 


Webster Electric Co., Racine, Wis. 

Teletalk : ; 

@ Available in 3 series: 200 series for the average business 
firm requiring from 6 to 72 or more stations; 500 series, 
the executive model with the same station capacity as the 
200 series: and the 600 series which is designed for small 
businesses or departments of large businesses where the re- 
quirements are for 10 stations or less. Dimensions of the 
units vary according to the number of stations desired. 
For example the 200 series master with the capacity of 24 


\ 


200 series of Webster Electric Co. 


stations measures 13!4” wide by 744” high by 7” deep. The 
companion speaker measures 7” high by 4” deep. The 200 
series and the 500 series are enclosed in walnut cabinets. 
The 600 series is provided with walnut finished plastic 
cabinets. Either 2 way or 1 way handsets are available 
for users who have confidential material to discuss. An- 
nunciators (call signals) are also available to record calls 
that may be made to a station during the absence of the 
person ordinarily occupying that station. Current consump- 
tion is reduced to a minimum, since the maximum voltage 
is applied only during conversations. At all other times 
only enough current is consumed to keep the tubes in 
a “standby” condition. 
(To Next Page) 


Left to right: models by 
Stromberg-Carlson; Modern 
Telephone, and Kellogg Cos. 


Leon: 


a . en or ee a Uhl Ul Ce 
i ot iS ; ; os Ibeah als 4; ee se a q ie os 2 pa 4 tad eo 
TT LLL ee 
. : aed - 5 
id ad . 
" ‘5 " ' e ~ = “ 
ol = at 
ee 
yo - al *. 4 wi _ ~~. 
= ae . ww NI 
ae a gla 1 be “Tae ey a 
4 nat: pee ew oe 73 4 i 
i Ee —_ ie 
2 ay oe, st ~ My, . gt a 
| —_ Ae SS 7 i ° g m; 
oY , Wwe : VY ee: " sof % 
. Re exe .. 
; a Ce 49 


PAYROLL MACHINES 
Tools of the Office 


Addressograph-Multigraph Corp., 1200 Babbitt Road, Cleve- 
land 17, Ohio 

Class 9100 Accounting Addressograph 

@ Width 51”, depth 41”, height 30”. All metal construc- 
tion. Prints alphabetical information through a ribbon from 
embossed metal plates and simultaneously adds figure infor- 
mation coded into the plates in the form of punched 
holes. “Fastest combination writing and adding machine 
ever built,” manufacturer claims. Writes up to 360 numer- 
ical or alphabetical characters in one operation while simul- 
taneously adding up to 27 digits of figure information split 
into as many fields as required. Price range: $4,00 to $8,000 
depending upon requirements. 


R. C. Allen Business Machines, Inc., 678 Front Ave., N.W.., 
Gand Rapids, Mich. 

Bookkeeping Machine, Model 1302 

@ Dimensions of base; length, including motor, 18”; width, 
not including travel of carriage, 1234”. Proof journal, state- 
ment, and ledger forms posted simultaneously. Machine is 
carriage controlled, so that it stamps date in first column, 
and other columns can be adjusted to add, non-add, or sub- 
tract automatically. The same machine may be used for 
accounts receivable or accounts payable posting, depending 
on the way the columns in the forms to be inserted are 
labelled. Finish: soft green crystal. 


Burroughs Adding Machine Co., Detroit, Mich. 
a Tax and Payroll Accounting Machine, Style 72 
7 


@ Dimensions of case: width 31”, depth 28”, height 18” 
(without stand). Metal case with brown-grey ripple finish. 
Compact keyboard for typewriter and computing mechan- 
ism. Seven accumulating registers. Electrically operated 
with electric return and automatic controls of printing, add- 
ing, multiplying, subtracting and non-adding. Calculates 
earnings, writes check with consecutive number, and em- 
ployee statement. Posts employee ledger, with or without 
“to date” totals, and payroll register simultaneously. Ma- 
chine has automatic totals, direct mechanical subtraction 
and multiplication, with automatic accumulation of proof 
totals; multiplying factor prints with results as desired. 
Date, tabulation and decimal alignment, punctuation of 
amounts and prorating of fractions of cents are all per- 
formed automatically. Entire result printed by a single key 
depression. The machine may be quickly adjusted to dif- 
ferent jobs requiring various sizes of forms or widths of 
columns. Any operation—adding, subtracting, multiplying, 
non-adding or non-printing—can be performed in any col- 
umn. Othere basic accounting machines of this type by 
Burroughs are: Billing Machine, Multiple Purpose Account- 
ing Machine, Accounting and Billing Machine, Constant 
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Above, left to right; Addressograph-Multigraph’s class 9100 
accounting machine; model 685 bookkeeping machine 
from Remingten Rand. 


Factor Multiplying Machine, Oil and Gas Machine, Sta- 
tistical and Distribution Machine and Accounts Receivable 
Machine. 


Tax and payroll machine of the Burroughs Co. 


Denominator Co., 261 Broadway, New York 
The Payroll Denominator 
@ Available in flexible multiple units of from one to 180 
registers. Special totalizer units which accumulate the 
recordings of the individual registers are also available. 
Units and totalizers are constructed with four wheels which 
record up to 9,999. A complete revolution of the reset knob 
returns all registers to zero. Developed originally for pay- 
roll work, but has many other applications—food control, 
sales analyses, stock control, inspection tabulations, differ- 
ential blood counts, inventory analyses, traffic control, etc. 
Simple to operate by simply depressing the spring- 
actuated cover of the individual units of the Denominator, 
the dials record the count. The sharp black Gothic numer- 
als on the clear white surface of the dials are clearly 
discernible. 


International Business Machines Corp., 590 Madison Ave. 
New York 

Electric Punched Card Accounting Machine 

@ Available in many types and capacities. Interchangeable 
control panels, set-up operator through pluggable electric 
connections, fit basic machine to a wide variety of account- 
ing applications. Type 407 is most recent model. Prints 
150 lines a minute from a bank of 120 type wheels. Ten 
characters are printed to the horizontal inch, the same as 
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PAYROLL MACHINES 
Tools of the Office 


pica typewriter spacing. Each wheel contains all the letters 
of the alphabet, the numbers 0 to 9, and eleven special 
characters, or symbols. 

Contains 112 individual counters, or accumulators, that 


can be linked together through the control panel to form. 


groups of any desired capacity. Also has 64 positions of 
automatic variable “memory” for repetitive information. 
Automatic carriage .controlled from a circular, punched 


———— 


IBM’s accounting machine 


paper tape is an integral part of the machine. Work for- 
merly regarded as impossible for automatic machine meth- 
ods is accomplished by the 407. Delivery is protracted, 
despite current assembly-line production in quantity. Like 
other IBM accounting machine units, the 407 is leased, 
with service included in the monthly charge. 


National Cash Register Co., Inc., Dayton, Ohio 

Class 31 Accounting Machine 

@ “An accounting machine of entirely new design,” NCR 
says, consisting of an assembly of a number of individual 
units of parts, each of which can be readily removed from 
the machine. Furnished with or without an electric type- 
writer. All models have standard multiple row adding ma- 
chine keyboards. Carriage is hydraulically driven with uni- 
form speed of travel in either direction. Addition into, sub- 
traction from or transfer of balances may be had in any 
combination of all totals. One key provides positive re- 
versal of add and minus control for error correction. Direct 
addition, subtraction, or subtotal, or total control obtained 
automatically from stops or control bar. Control bar may 
provide control over more than 70 machine functions. Ma- 
chine furnished in 6 or 10-total sizes. Five automatic credit 
balances. Ten automatic debit balances. Has all types of 
applications where a multiple total machine with a tabulat- 
ing carriage is recommended. Ten and six total capacities 
ranging irom 99,999,999.99 to 999,999,999.99. Immediate de- 
livery on some models; six to eight months on others. 


Left to right: Under- 

wood Corp.’s model A; 

National Cash Regis- 

ter’s class 31; and 

model 1302 from R. C. 

Allen Business Ma- 
chines. 
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Monroe Calculating Machine Co., Orange, N. J. 

Model 209-485-191 Payroll Machine 

@ Typical Monroe posting machine; one of many models 
in this class which are made for a wide variety of account- 
ing and bookkeeping jobs, such as accounts receivable, 
accounts payable, payroll, stock record, etc. As illustrated 
the machine is set up for accounts receivable work in which 
a ledger, statement, and journal are posted simultaneously. 
Like every Monroe, the machine can be readily adapted to 
other kinds of bookkeeping merely by making an easy, 
rapid change in its programnting. Equipped with a 13” 
front insertion carriage and is also available with 1534” 
and 18” carriages. Carriages can be either full journal or 
tape journal type. Totals and sub-totals, dating, carriage 
tabulation and opening are some of its automatic features. 
The Monroe is compact; can be used on a desk for the 
base measures only approximately 14” x 13”. 


Denominator Co.’s units 


Remington Rand, Inc., 315 Fourth Ave., New York 
Foremost Bookkeeping Machine 

@ Designed to produce every accounting record an organ- 
ization requires, the company says. 

Operation of the most important feature keys is com- 
pletely automatic. Not only does the machine automatically 
move from column to column in tabulating, but when the 
item has been entered, computed and proven, the carriage 
returns and spaces automatically. Registers that accumu- 
late individual columnar totals, automatically add and sub- 
tract. They are limited in number only by the capacity of 
the machine. Completely electrified. One operation of 
related forms is accomplished with front feed insertion and 
collation. Ledger, statement and journal or earnings record, 
envelope, paycheck and journal are typical one-operation 
procedures on these Foremost bookkeeping machines. 


Underwood Corp., 1 Park Ave., New York 
Underwood Sundstrand Model A Accounting Machine 
@ Made in 13”, 18”, and 24” width front feed or rear feed 
carriages. Has two registers with direct subtraction and 
credit balance features in each register. Equipped with the 
Underwood Sundstrand 10-key keyboard. “The combina- 
tion of a 10-key keyboard plus many automatic operating 
features makes this machine so simple to operate that 
anyone can learn to make any type posting by ‘touch’ 
method in a very few moments,” maker reports. 
Interchangeable control plates make it possible for one 
machine to be employed on a variety of different applica- 
tions, such as, accounts receivable, accounts payable, gen- 
eral ledger, payroll, cost and stock records, etc. Price 


approximately $1,250 for the 18” front feed carriage model. 
(To Next Page) 
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PAYROLL MACHINES 
Tools of the Oltice 


Monroe’s model 


209-485-191 machine 


PAYROLL SYSTEMS 
Tools of the Olftice 


Bates Accounting Forms Co., Inc., 33 W. 42nd St., 
New York 18 


Ever-Ready Payroll System 

@ New addition to Bates line. Employs the principle of 
integrated payroll forms—journal, earnings record forms, 
and employee’s statement, and in the case of firms paying 
by check, there is attached also the check. All of these 
forms are made out in one single operation through an 
ingenious method of placing the forms and carbon tripli- 
cates. The heart of this system is the register, a small 
metal plate measuring 6” x 11” of stainless steel equipped 
with sliding mounting pins and flange runners. A simple 
adjustment at the beginning of the pay period is all that is 
needed. Payroll records produced are clear and accurate, 
and achieved in the time normally spent in entering any 
single set of figures in any of the three payroll operations 
usually employed. 


Remington Rand, Inc., 315 Fourth Ave., New York 
Multi-Matic Accounting Board 

@ With the use of this unit all payroll records including 
payroll register, employee’s history, earnings record, and 
employee’s earnings statement, cash slips, pay envelope, or 
check are completed with one posting and one proof. When 
writing of the payroll is completed, all records are posted 
up to date and in balance. At the end of the quarter, all 
figures for withholding tax, social security, and unem- 
ployment tax reports will prove out, as figures on the 
journal are carbon copies of the amounts posted to the in- 
dividual employee earning records. “This modern method 
greatly reduces the number of hours required to establish 
and maintain these records,” maker says. “At the same 
time, the Remington Rand Multi-Matic system produces 
more complete, accurate and up-to-date accounting data.” 

(To Next Page) 


Below, left to right: Multi-Matic Board of Remington Rand; Ever-Ready payroll system 
from Bates Co.; and Shaw-Walker’s KopiSpot. 
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PAYROLL SYSTEMS 
Tools of the Office 


Reynolds & Reynolds Co., Dayton 7, Ohio 

Paywrite 

@ Dimensions: 21” x 21” x 5%”. Has all metal construction 
with a brown crackle finish. Light and compact .. . weighs 
less than 12 pounds with cover. Collapsible legs pull out to 
adjust the writing angle of the Paywrite on the desk, if de- 
sired. Rubber feet along either side provide still other writ- 


Reynolds & Reynolds Paywrite system 


ing positions and protect desk surfaces against scratches. 
When not in use, the entire unit can be slipped in a desk 
drawer. 

Paywrite eliminates two payroll postings by enabling the 
operator to post the entries on the wage statement of the 
check, the employee’s earning record and the payroll sum- 
mary sheet all in one writing. The checks are pre-loaded 
so that a flip of the finger places the check in writing posi- 
tion. Since the payroll summary, which is held in position 
by pegs, is re-aligned for each successive entry by a pull 
of the lever, the writing position always remains in the 
same comfortable position. The earnings record is the only 
form which needs be handled. It is slipped up against a 
special guide which is set once each pay period to speed 
the alignment of the form and assure accurate registration. 
Price $59.50. 


Shaw-Walker Co., Muskegon, Mich. 

Kopi-Spot Payroll Plan 

@ Simplified payroll system that enables the operator to 
post the wage statement to employee, permanent earnings 
record, payroll summary and check register in one writing. 
No machine is required. May be used with check or cash 
pay. Streamlined design of earnings ledger eliminates all 
other payroll records for each employee such as history and 
rate card, union dues account, savings bond account, etc. 
Design of wage statement gives employee accumulated total 
of savings bond payments each payday. For large payrolls 
several boards may be used to permit preparing payroll as 
soon as desired after end of pay period. 

Precision-made posting boards of steel and plastic assure 
perfect register. Available in two sizes and two styles. 
Embossed registration lines speed feeding of forms into 
machine-like arrangement. Felt back protects desk sur- 
faces. 

Kopi-Spot forms and equipment carried in stock for 
immediate delivery. 


Todd Co., Inc., Rochester, N. Y. 

Form-Master 64 

@ Dimensions 21” wide by 18%” deep. Also available: 24” 
wide, same depth. Lightweight, durable construction; 


July, 1950 


Masonite base; shield and adapters of non-warping plastic; 
carbon roll cover of steel, finished in grey crackle. Use of 
the Form-Master 64 produces four essential payroll records 
in a single operation. Maker claims, “cuts payroll prepara- 


Master 64 


tion time in half, prevents errors because all four records 
are identical, having been produced in a single writing for 
payroll summary, pay check or cash statement, employee's 
statement, and earnings record. No possible discrepancy 
between employee’s paycheck and other records, no possi- 
bility of transposed figures or copying errors.” Easy to oper- 
ate, even by inexperienced employees; used by medium and 
small firms as sole basis of payroll preparation, by large 
firms as auxiliary equipment, supplementing machines to 
prevent bottlenecks. Forms used designed to fit both 
methods of preparation. Not sold, but loaned upon payment 
of a $20 installation fee to users of Todd payroll forms 
designed by Todd to fit individual requirements. Free 
maintenance and replacement of broken or worn parts. 


Form- 


PENCIL SHARPENERS 
Tools of the Office 


Automatic Pencil Sharpener Co., 1801 18th Ave., Rockford, 


Premier DeLuxe Pencil Sharpener 
@ Dimensions 5” x 2%” x 4%” high. One of three models. 


DeLuxe Premier from Automatic Pencil 


Automatic feed assures a perfect point. Equipped with 
point adjuster and pencil stop. Equipped with case-hard- 
ened, milled and undercut cutters that assure smooth even 
cutting of points. Heavy duty base constructed of zinc, 
copper and aluminum alloy. Upper half of receptacle is 
polished nickel plated steel, with acetate lower half. Pencil 
shavings are visible in receptacle. New lock-type fastener 
holds receptacle in position for upright or wall attachment. 
Equipped with nickel plated, screw-on type handle. Point 
is completed when pencil no longer feeds freely. Price 
$3.75. 


C. Howard Hunt Pen Co., Camden, N. J. 

Boston Pencil Sharpeners 

@ Streamlined in appearance—and all metal in construc- 
(To Page 55) 
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Office coats in use at Continental Glass Co., Chicago 


LINEN SUPPLIERS report a large increase in the use 
of washable cotton wearing apparel—coats for men 
and smocks for women—in offices throughout the 
United States. Summer, of course, impresses people 
particularly with the desirability of washable office 
garments, but the increase mentioned is by no means 
confined to summer. 


Office people are familiar with Jinen supply service, 
in the form of rental towel service. Coat and gown 
service is generally supplied by the companies, though 
there are a few companies handling towels exclusively. 

The industry has an interesting history. The be- 
ginnings of the business are uncertain, although sev- 
eral of the pioneers who remember the early days are 
still active. Three or four operators claim to have 
been first to push their cartful of cotton towels 
through corridors of office buildings in the 1870's and 
the scene is set variously as Boston; Lincoln, Neb., and 
New York. Within the span of less than a century, 
the linen supply business has grown from a handcart 
to a more than two hundred million dollar a year in- 
dustry. 

The word “linen” which is generally used in iden- 
tifying the industry is a misnomer. It comes from the 
very early days when only towels made of linen were 
used. Since then, there has been a complete change, 
and now only cotton textiles are rented. About 850 
to goo linen supply firms in the United States do noth- 
ing else but rent linen and towel supplies. Another 
800 companies have a limited rental service, their 
major work being family laundering. The majority 
of linen supply establishments have their own laundry 
plants. Nearly all of the companies own their own 
fleet of vehicles for distributing their goods. Some 
9,000 vehicles are in use by linen and towel supply 
firms. 

The business has grown because it provides a needed 
service. Virtually all kinds of businesses and _profes- 
sions use linen and towel supply. They find that the 
service is economical, reliable, time-saving, and neces- 
sary. Through the use of new machinery, and better 
production and distribution methods, linen suppliers 
have improved steadily their services to customers, as 
well as increasing sales. Such management tools as cost 
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COATS 


for the office 


By HERBERT V. HEDEEN 


Secretary, Linen Supply Association of America 


analysis, plant engineering studies, wage incentives, 
and personnel work are being used by many of the 
linen supply firms on a greater scale than ever before, 
to keep themselves efficient and of the utmost service 
to their customers. 

Like office management, the linen supply business 
is complicated and has its full share of headaches— 
such as getting the right employees, keeping them sat- 
isfied, procuring textiles in times of shortage, getting 
them to customers on time, and in the right quantity. 
The business requires the inventorying of linens by 
supply companies to the extent of about three times 
the amount used by a customer. It requires a detailed 
knowledge of laundry processes ( a science in itself) . 
It requires knowledge of the art of distribution—in- 
tegrating thousands of details so that the needed num- 
ber of coats, smocks, uniforms, aprons, and towels will 
be delivered to customers at just the right time regu- 
larly through the year. 

The servicing of office coats and gowns is an im- 
portant part of the linen supply business. Exact fig- 
ures are unobtainable, but it is estimated that the in- 
dustry now serves washable office apparel to at least 
20,000 firms for use strictly in offices. This is but a 
small percentage of the over 300,000 companies now 
being served with coats and uniforms in other busi- 
nesses and professions, exclusive of the hotel, restau- 
rant, barber and beauty shop, and professional fields, 
in which the bulk of the linen supply uniform business 
is concentrated. 

As a general rule, the employer pays the cost of the 
coat or smock rental. However, in some cases, this is 
in turn billed to each employee. In other cases, the 
employee deals direct with the linen supply routeman. 
The cost of coat rental varies from 25, cents to 50 cents 
per coat, and dress, smock, or gown rental from 30 
cents to 55 cents, depending upon quality, quantity, 
style, geographic location, and frequency of use. In 
most cases, due to quantity buying of garments, mass 
production in laundering, and well-planned distribu- 
tion, the cost is lower than the cost of having individ- 
ually-owned garments laundered. The customer makes 
no costly investment in coats or smocks that may be- 
come obsolete because of size changes. In other words, 
the employer need not worry when an employee leaves 
that his or her replacement may not be the right size! 
The employer gets the coats on a rental basis when 
needed, without any investment, and in the exact 
sizes wanted. 

The linen supply industry is certain that the use of 
office coats and smocks will greatly increase. This is 
because they improve efficiency, establish more cordial 
employer-employee relationship, save on employees’ 
clothing, and enhance the appearance of employees 
and thus the office in general. 
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PENCIL SHARPENERS 


(From Page 53) 


tion. The Boston Ranger (double bearing), the Boston 
Model L (for standard size pencils), Boston Model KS 
(has pencil guide for 8 sizes of pencils), Boston Self Feeder 


C. Howard Hunt line 


Model 4 (feeds pencils automatically). These pencil sharp- 
eners feature twin milling case hardened steel cutters with 
30 cutting edges to each model. 


Bert M. Morris Co., 8651 W. 3rd S#., Los Angeles, Calif. 
Morrisharp Electric Pencil Sharpener 

@ Weight 8 lbs. (shipping). Size about 8” long, 5%” high 
and 5” wide. Tenite plastic case, mahogany finish, chrome 
plated die cast base, precision cutters, intermittent type 


Morris’ Electric model 


electric motor 110 volt. Sharpens pencils by inserting pen- 
cil which operates electric switch. Sharpening ceases when 
pencil has been pointed. Sharpens choice of 3 styles point— 
medium, fine or extra-fine. “Fast, economical, durable,” 
says Morris. $22.50 retail. 


Stationers’ Guild of America, 1400 S. Penn Sq., Phila. 
Guildhall Pencil Sharpeners 


Guildhall sharpener 


@ Streamlined design with a heavy metal stand, it has 
a durable metal receptacle. Will accommodate eight dif- 
ferent sizes of pencils. Extra-long blades with 15 twin- 
milling cutters, are of case hardened, solid steel for long 
and efficient service. Grey enamel finish. 
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NEW MODELS 
NOW AVAILABLE 


from your dealer 


See the new - 
Apsco Deluxe line now at your 
dealers. 
New Modern Base Styling... New 
Large Capacity Shavings Recep- 
tacle ... All Models equipped with 
Famous Apsco Twin Milled Cut- 
ters... Cutters that sharpen 2% 
times as many points. 
Get the complete story on these 
handsome new models today! 
Enter your orders now with your a 
Apsco Dealer. New “Chicago Deluxe” 
PASTE ON PENNY POSTCARD AND MAIL TODAY 


AUTOMATIC PENCIL SHARPENER CO. 
1821 Eighteenth Ave., Rockford, Illinois 


oO Send literature on your new models and name of 
nearby Apsco dealer. 


Your name____ -Title 
Address ssticisinteptcsmmdiadaan tenets atie iit ete Zone______ 
City State 
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o.SOGLO 


JUST PUSH THE BUTTON 


to put these powerful forces 
to work in your company 


Right now management has an unusual opportunity to gain 
employee-relations value from the high public interest 
these genii have created tor U. S. Savings Bonds. During 
the Treasury Department’s Independence Drive, May 15- 
July 4, every major advertising medium has been used to 
broaden the people’s interest in Savings Bonds as a means 
of building financial independence. Now, more than ever, 
as a result of this all-out campaign, your employees will 
appreciate the convenience of being able to obtain Bonds 
“automatically” via the Payroll Savings Plan. 


If your company doesn’t yet have the Payroll Savings 


Plan, now’s the most opportune time for you to install it! 


If your company does have the Plan, now’s the time to 
remind employees about it! 


Employees who pile up money in Savings Bonds feel 
more secure ... are actually better workers. Moreover, 
Bond sales build a backlog of future purchasing power— 
good “business insurance” for all of us in the years ahead. 


Payroll Savings is good for your employees, your busi- 
ness, and your country. “Push the button”—call in one of 
your top executives and appoint him Savings Bonds Officer. 
All the material and assistance he may need are available 
from your State Director, Savings Bonds Division, U. S. 


The Treasury Department acknowledges with appreciation the publication of this message by 
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Treasury Department. 


This is an official U. S. Treasury advertisement prepared under the auspices of the Treasury Department and The Advertising Council. 


OFFICE MANAGEMENT AND EQUIPMENT 


July, 1950 


anc 
St 


July 


" lo ATA )\ — 

_ 0 2 A 

i | Rr “4 WEWSPAPE >) 

Ps 

x P y | 

ya ee ee aaa 

q ee ee 

j J ? 

5 oO @ 
ae 


Pin a Dollar to this Ad 
and Receive 2 Revolutionary New-Type 
Stamp Pads of Micro-cellular Rubber 


The Lint-Free Stamp Pad that inks perfectly 
with only the slightest touch of stamp to pad. 


Accept NEW- YPE Stamp Pad 


pa 00 Retail Value) 


© | S @ | g ft with the ruchat of one other stamp pad at $1.00 


P If you use stamp pads in your office, here’s a remarkable 

opportunity to try the new type pad that’s lint-free, 

noiseless and effortless to use. 

SOs ’ é Sanford’s revolutionary new stamp pad of micro-cellular 
J ' rubber eliminates noise and wrist strain because it inks 

/ stamps perfectly at the slightest touch. When you use 


this new all-rubber stamp pad, even the smallest type makes 
a clear and readable impression because the stamping 
surface is utterly free of lint. And this amazing new 

stamp pad—which outlasts several ordinary stamp pads— 
inks more uniformly than ordinary stamp pads 

since every pad contains 38,000 micro-cellular 

ink reservoirs. Best of all, unlike traditional pads, this 

pad can be used immediately after re-inking. 


Accept $2.00 Value for $1.00 


Solely to acquaint you with this new development we 
make a remarkable offer. Buy one of these amazing new 
stamp pads at the regular price of $1.00 and we'll buy 
one additional $1.00 pad for you. Act today while this 
remarkable offer lasts. Send $1.00 for one Sanford . 
stamp pad now and receive a second $1.00 pad as our gift 
to you. (Only one gift pad to an office. ) 


yt > 


ts vie seek ote a tS 1 


Be Sure to Specify Color 


CD Red DC Blue 
DD Black C) Green (If you want two colors, 

check both.) y 
CF Violet DC Un-inked 


SANFORD INK COMPANY, Bellwood, Illinois 
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: THE MID-CENTURY 
MARK OF PROGRESS 
| 


that means — 
BUSINESS! 


GUIDE YOUR BUYERS TO SALES 


THE FASTEST 


--- AND MOST ECONOMICAL 
WAY TO PRESENT, DEMON- 
STRATE AND SELL YOUR 
PRODUCTS! 


PERFECT TIMING 


--»-GAIN BUYER ACCEPTANCE 
BY SHOWING YOUR PROD- 
UCTS AT THE START OF THE 
BUSINESS YEAR! 


WORLD'S SHOW-CASE 


-»»GRAND CENTRAL PALACE, 
New York City—THE BEST 
FACILITIES IN THE BIGGEST 
MARKET! 


WITH THE ASSOCIATIONS 


Phone, Wire or Write 
RUDOLPH LANG, MANAGING DIRECTOR 


NATIONAL BUSINESS SHOW 


33 WEST 42nd ST., NEW YORK 18, N.Y. 
PENNSYLVANIA 6-6760 
The Office Executives Association of New York, Inc. 


The National Association of Cost Accountants held its 
3lst annual International Conference at New York’s Wal- 
dorf Astoria Hotel, June 18th-22nd, with more than 2,500 
registrations. For the first time in the association’s his- 
tory, its business machine exhibit was opened to the pub- 
lic, and several thousand businessmen viewed the products 
and methods which were on display in the hotel’s Astor 
Gallery, Basildon and Jade Rooms. Among those exhibit- 
ing were the Dictaphone Corp.; Underwood Corp.; Rem- 
ington Rand, Inc., and International Business Machines 
Corp. 

An imposing list of prominent speakers, introduced by 
NACA president Logan Monroe, included Paul B. Mulli- 
gan, Paul B. Mulligan & Co.; Robert C. Tyson, United 
States Steel Corp.; I. Wayne Keller, Armstrong Cork Co., 
and Samuel L. H. Burk, Pittsburgh Plate Glass Co. 

On the lighter side of the five-day conference, members 
and their families engaged in golf, a tour of the United 
Nations quarters, plant visits and sightseeing trips, tele- 
vision and radio broadcasts, bridge and theatre parties. 


The annual golf tournament of the Office Management 
Association of Chicago was held recently at the Itasca 
Country Club, with 75 playing the course, and 95 mem- 
bers attending the dinner. 

Prize winning golfers included Thomas Phee, McIntosh 
Paper Co.; Edward McLennan, General Candy Co.; Doris 
Bates, Marsh & McLennan, Inc.; W. Weigman, Com- 
monwealth Edison Co.; Carl Feurer, Kimtbell Candy Co.; 
William Fuchs, Oscar Mayer & Co.; William Haddow, 
Northern Trust Co., and Warren Eggert, Meyercord Co. 


“New Look" for Business Show 


“For the first time in the history of exposition develop- 
ment, an integrated concept of design is being introduced 
at this year’s National Business Show at Grand Central 
Palace, New York, October 23rd-28th,” says Howard 
George, general manager, Strauss Decorating & Exposition 
Co., New York, and coordinator of display planning for 
the show. Sponsoring the show this year is the Office 
Executives Association, New York chapter of the National 
Office Management Association. 

“This new trend,” Mr. George says, “will inevitably de- 
termine the thinking of all expositions since it is planned 


Howard George 


to make the exhibitors’ participation greatly simplified and 
more powerful in sales appeal.” 

“Integrated design,” explains Mr. George, “is a broad, 
elastic over-all plan encompassing liberal use of harmonious 
forms, color, and space, thus lessening exhibit costs and 
maintenance. It provides the exhibitor a broad range of 
individuality, since each may have his choice of color and 
styling, and in addition, a basic operating chassis which will 
enable him to express his own originality.” 

“The controlled coordination between exhibitor and the 
show management fulfills all the individual requirements 
yet maintains the basic plan which completes the very ul- 
timate in commercial showmanship,” Mr. George adds. 
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How to get office work 
done efficiently, quickly 
and at reasonable cost 


ERE is a book which 

brings the scientific 
approach to the practice 
of office management, 
giving you keys to 
sound organization and 
procedure. It describes 
specific ‘techniques for 
planning, instituting, and 
controlling the meas- 
ures needed to correct 
weaknesses, improve 
output, and reduce costs. 


Just Published! 


Revised New 3rd Edition 
TEXTBOOK OF 


OFFICE 
MANAGEMENT 


By William H. Leffingwell 
and Edwin M. Robinson 


Professor of Management, Boston University, 
formerly General Office Manager, B Kuppen- 
heimer & Company, The Liquid Carbonic Company. 


Tus book shows you how to analyze 
the office organization, its physical 
setup, the individual worker, and the 
individual work or service routine, for 
the contribution of each to the efficient, 
economical output of the office. It gives 
you specific methods for improving the 
performance of each of these elements 
—tells you how 
to bring up pro- 
duction without 


Check These Special 


Features “driving” i 
@ latest information how to control 
wat ee eee operations 


e@a_ Check List for and how to de- 
office managers 


@ up-to-date informa- tect the causes 
tion on correspond- of wasted time, 
ed) «effort, and ma- 

terials. 


a gl ta on of J 1i 
. ayy oo r ust reading 
fice unionization this book will 
yield the kind of 
ideas you want to apply at once to 
your own office. Then as you give it 
more study you will find spot after spot 
for future reference—specific techniques 
to check wasted time and effort and to 
increase output in one department of 
your office set-up. 

Besides this step-by-step, what-to-do 
information, you get the latest machines, 
systems, and services in use today. 
Modern equipment and techniques ‘are 
evaluated to show you how they fit 
specific requirements. 


649 pages, 69 illustrations, $5.00 
Please Send Check With Your Order! 


Office Management and Equipment 
212 Fifth Ave. New York 10, N. Y. 
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You're in for a double surprise, 
actually, when you try Kodagraph 
Contact Paper—created by Kodak 
specifically for use in all types of 
contact photocopiers. 


(1) You'll see your letters, charts, 
drawings and other documents 
reproduced in dense photographic 
blacks, clean whites... sparkling 
photocopies that enhance the qual- 
ity of your work . . . that are easy to 
work with, mail, bind, or file. 


Kecdagraph Contae? Raper 


eooin your 
photocopy 
machine 


(2) You'll get your photocopies 
promptly ...with far less waste. 
That’s because Kodagraph Contact 
Paper has amazing uniformity and 
wide latitude. Your operator doesn’t 
have to take time out for trial-and- 
error exposures; isn’t hampered by 
split-second timing requirements. 


So next time order Kodagraph 
Contact Paper and see for your- 
self. It’s high in quality ...low 
in price. 


“/THE BIG NEW PLUS”’ IN THE OFFICE-COPY FIELD 


Mail coupon for 
free booklet 


\ 
nk 


= 
ERT 


Gentlemen: Please send me a copy of “Modern Drawing Reproduction” . . . your 


[EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 72 


new, free booklet giving full details on Kodagraph Contact Paper. 


Name 


Company 


Street 


City 


State 


EQUIPMENT 


TRADE-MARK 
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ONE ond 


Only one 


-- BRINGS YOU THESE 
EXCLUSIVE FEATURES 


® 300% Longer Life of Sheets 


Unnecessary to reinforce the holes 
Reinforced sheets not required 


® Built-in Automatic Sheet Lifter 
Carries sheets freely over rings 
No resistance from friction 


® No spilling sheets when rings open 
Rings slide apart—do not pop open 


a ® 20% more sheet capacity 
Ring design admits more sheets 


: ® Flat back rests solidly 
é ® Cannot open accidentally 
® Soundly engineered—well made 


RING-BINDER 
with 
BUILT-IN Automatic SHEET LIFTER 


ee A BINDER of the FAULTLESS LINE « « 


ASK YOUR STATIONER TO SHOW YOU 


Write for illustrated circular 


STATIONERS 
LOOSE LEAF CO 


MILWAUKEE I, 524 N. Broadway 
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CAREER TRAINING 


(from page 21) 
have made notable successes of their chosen vocations. 
During the past twenty-three years, thousands of 
young men and women have been employed by NBC 


as pages and guides. Their duty is to meet and greet 
the millions of NBC guests and escort them through 
broadcasting and television operations. Today the 
roll of nearly every department of the National Broad- 
casting Company reveals numerous executive or crea- 
tive specialists who have risen from the ranks after 
putting in a period of training and indoctrination as 
pages. Numerous others have advanced to responsible 
positions outside the company; many have even de- 
veloped into noted artists of the networks. 

It should be understood, however, that not all jobs 
in broadcasting are bathed in glamour. NBC also 
has a large staff working behind the scenes but 
equally essential to the smooth-operating team that 
has created the great network. Included are messen- 
gers, operators of duplicating and mimeograph ma- 
chines, typists, clerks, and a wide variety of other 
people whose occupations are indispensable in the 
conduct of any large corporation. 

The advent of modern television in late 1946 
opened many new opportunities for those with the 
special qualifications inherent to the video field. Tele- 
vision, like radio, must depend heavily upon young 
people, but the problems and challenges of the new 
medium demand workers with imagination and a 
readiness to accept responsibilities. 


ENGLISH IN REPORTS 


(from page 42) 
and plainly deing some kind of work on the thing. 
Above the picture is the caption, “A Electric 
Company employee repairs one of the giant frequency 
changers at the substation.” 

Well, first, it is comforting to know that one of the 
company’s own employees can do the repairing—not 
necessary to get outside help. But the main thing 
for the general reader is what is a frequency changer? 
What good is it? What does it do? Ostensibly it 
changes the frequency, or should it be plural, the fre- 
quencies? But then the poor wight asks himself, 
“What is a frequency, or what are frequencies?” 

It is fine stuff to print these pictures of frequency 
changers, transformer banks, and so forth, but their 
real significance is lost unless it is told what they do. 
And what they cost. That last is a most important 
way of impressing upon people the value of electric 
service. Just to make known how much it costs, for 
what it takes to give people what they receive so 
effortlessly on the instant at any instant of the day 
or night. Utilities complain, “Our service is taken for 
granted. We are not appreciated.” But how can 
appreciation be secured if every possible opportunity 
is not used to tell people! 

Some unsung sage wrote, 
want to sell fish.” 

“Wages and salaries paid and charged to income 
amounted to $........ is 

That “charged to income” 


“Toot your horn if you 


thing may be of some 
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Vou make big Savings 


WHEN Od MACHINE DOES 
THE WORK OF 


Fou | 


ar IT'S A DESK STAPLER 


P <G\" * - Powerful enough to 
dub 32 sheets of 
16 Ib. bond 


IT'S A PLIER-TYPE 
FASTENER... speeds 

up filing, saves 
steps and time 


fea the WEW 


BOSTITCH B8R 
COMBINATION STAPLER 
AND STAPLE REMOVER 


No other stapler you can buy does so much at so little cost 
as the Bostitch B8R. It costs so little, in fact, you can afford 
to buy enough of them to do away with stapler borrowing . . 
a serious waste of office time. 

Compact, powerful, versatile, the Bostitch B8R Com- 
bination Stapler and Staple Remover gives you better fas- 
tening, in more places, in less time. Its staple remover is al- 
ways at hand for instant action. 

Bostitch staples help you guard against waste and delays. 


Posting Notices, 
facking on 


IT’S A STAPLE 


They are the highest quality in manufacture and per- REMOVER... 
formance. led 
, tes stap 
So, standardize on Bostitch Staplers and Staples in your er vickly 
office as hundreds of other office managers have done. It ens . 
pays. For complete information, call in your local stationery easily, neatly 


supplier or use the coupon below. 


me me me ee ee ee ee ee ee ee eS SS a a 


BOSTITCH 


BOSTITCH, 670 Mechanic Street, Westerly, R. |. 


Please see that | get complete details and quantity prices on 
Bostitch B-Line Staplers and Stapl 


Na SS ER OT CNR ee ee = A ee REE 

MOM ee ee 

fastens it better with wire OTe e ee ee 

Trade-Mark “BOSTITCH” Registered U. S. Patent Office and Foreign Countries Lidice chs casaaorensasceieiiabie aie Zone........ RL OE Re 
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GUIDES 
FOR EASIER WORK 


INDIVIDUAL FILE 
POCKET 


THE ™ Sncad 


MANUFACTURING CO..INC. 
HASTINGS, MINNESOTA 


| importance to statisticians, analysts, and such like, 
but the general reader doesn’t give a whoop what 
they were charged to. As far as he is concerned those 
three words are just a piece of befuddlement because 
if he thinks about them at all, they cause him to ask 
how much were the salaries and wages not charged 
to income. 

“Dollar sales of the Company’s services reached the 
new high of $....... , with total kilowatt-hour sales 
far in excess of any pre-war year.” 

“Dollar sales!’ Do they sell dollars? 

How many average readers are familiar with the 
term “dollar sales”? Why not call it what it is, “Sums 
paid by customers reached a new high.” 

That “kilowatt-hour sales” is simply “the quantity 
of electricity delivered.” Only who would ever guess 
it? 


contributing to higher operating costs.” 


Yes, “Increased wages were the largest part of the 
increase in cost of running the business.” 


And “contribute”! People “contribute” to the Red 
Cross, the Community Chest, and so on. “Contribute” 
implies a gift, in common everyday language. 

“We received from the sale of electricity for home 
lighting and other home-making applications $ 2 

When you go home tonight, say to your wife “Did 
you use much electricity for home-making applica- 
tions today’’? 

“The total represents an increase of 4%.” 

The total just plain “is” an increase of 49%! Why 
have it going around “representing’’ an increase? 


STENO EXTRAORDINARY 


(From page 32) 


The Prince George and its restaurants and bar al- 
ways got their share of the celebrities of the day, and 
| often enough they had letters for Miss Duff to take 
down in faultless Graham, a shorthand method that 
seems to serve many veterans of the stenographic field 
very well. 

“It’s easy to use, and easy to read back,” says Miss 
Duff. 

Maude Adams had Miss Duff type three copies of 
|The Merchant of Venice. An interesting gentleman 
named Sidney Porter had manuscripts which needed 
typing—stories which always appeared under the name 
of O. Henry. Richard Harding Davis, the poet An- 
gela Morgan, Col. William (Buffalo Bill) Cody, Wil- 
liam Jennings Bryan, Emerson Hough, Sophie Tucker, 
and a host of other famous persons frequently had 
letters which they asked Miss Duff to do for them. 
Even Bob Fitzsimmons, the incomparable Ruby Rob- 
ert of ring fame, had an occasional letter to be typed 
on Miss Duff's machine. 


Before she became a public stenographer, Miss Duff 
did typing at the American Woolen Co. The only 
thing that stands out in Miss Duff's mind as she looks 
| back at that job was the volume of letters she had to 
| write. 
| “We filled up a notebook in a single day,” she 
exclaimed. 
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Famous STEELAGE Quality . 
means Easier, Better 4 


Tab Card Handling { 


Only STEEL AGE 
Tab Card Files 

Have so Many Features 

—at Such a Low Price 


%* Easily portable trays—can’t be 
accidentally removed. 

* Easy tray stacking—high sides 
prevent card damage. 


¥%& Positive-locking bottom channel 
compressors. 


‘%& Smooth acting ball bearing 
drawer suspensions. 

* Sturdy, rigid cabinet with four 
vertical reinforcements. 


% Big 78,000 card capacity. 


It’s the quality in this STEEL AGE tabulating card file that makes 
it so different from all others! Those familiar with the famous 
STEEL AGE trademark know that this is a traditional quality 


which results from sound planning, the finest materials and = 
painstaking construction by master metal craftsmen. Si), 

Yet it may surprise you that this file—sturdily built for effi- 
cient, effortless operation—sells for an outstandingly low price! ee e 
It’s a happy combination of quality and economy that makes 


people everywhere say, “Buy STEEL AGE and you buy the Best a 
in steel office furniture!” 7 


-— CORRY—JAMESTOWN 
MANUFACTURING CORPORATION * CORRY, PA. 


ne as fap ab ee ke. ee Tio ie ee ena ai Ya 
a na ‘Saas ‘e ae : 4 a - . a P : iis! i St Em a - eS 
ot aes ate - Ses a a 2 * Pete.’ Pere De a ~ wa ¥ ‘. Pe 
- agi : ie ne - re ara an a e 7 Ee . a sh * aa oe ae a x ; 
= CF | 
¥ 
VS, 7 fp j es 
_ P ‘ y 
a iS 2s ort entinn sie ; > r 
F ai aa 2 “a 2 
a ae a ps ; 7 - oe & j % 
a Nee Tee ag . ps! ’ , i 1 ‘ . +. 
Se oe a aj 4 = 2 o~ i 
a ra % ; caer ’ hl “aa —_ at ad ® 
e z i 5 = sre "7 . ’ 3 
a Pa Pa “a - - : poe 
| ee a . Ske - 
f sauna - 4 se ae é , 
2: ea a " Ris. ‘ fe 
] — = aS eee ki a i “Se ae wv 
\ — ; a = Te a ee 
we fk es a f vesspeis ee ae i a a 4 
i ae = — 2 sod 
ae i : Te a el ae 
a. : a z A —— 4 7 ; -. ta 
1 Fie bd om ae \ 7" 
"eas | sa a ae tee iar . fs 
. a eam a S 7. 7 : 
ea a eye ‘a i , re a Pa oe \ ; 
ites i) a" aire a ; : 
Baek cr m im a 2» ee, 
ir | 
oe a 7 
ee fl ry s 7 3 { 4% F; 
" . ; } ‘ 
ww 
_ rae — 
SS S| 
ac =] LES oe 
3S ts > oa ag 
a aa 
a ae 
July, 1950 OFFICE MANAGEMENT AND EQUIPMENT 63 a 
es al a 2 Qa ies, a ee ce et lela eo ow sd a) a 4 idk: % 
: — 2 a pis , eae: ol ol (kl F = s q 
: > i —- a 2t ae 


GLIDEMASTER 


WHICH ONE | 
WILL YOUR | 
SECRETARY 
TRY?. 


No. 624N 
SMILEMASTER 


No. 972 : 
| 


COMING EVENTS 


National Institute of Governmental Purchasing 
October 8th-11th 
Fifth Annual Conference and Products Exhibit 
Hotel Schroeder, Milwaukee 


National Business Show Oct. 23rd-28th 


Annual Show and Office Week Forums 
Grand Central Palace, New York 


MEN IN THE NEWS 


Gerald F. Gamber, associate director of personnel for 
Lever Bros. Co., New York, for the past two years, has 
recently been named director of personnel. J. E. Drew was 
appointed as director of public relations, it was also made 
known. 

Mr. Gamber, formerly industrial relations director for 
the Crosley division of the Avco Mfg, Corp., was also 


‘* 


Gerald F. Gamber 


associated with Talon, Inc., Western Electric Co., and 
Durant Motors. 
Before joining Lever Bros., Mr. Drew was associate 


| director of public relations at the National Association ot 


Your secretary will never know 
Cor you either!) how much a 


Sturgis posture chair will do 


for her health, well being and 
job performance until she 


tries one. So ask her which 


one she'd like to try. Then tell 


her to call your Sturgis dealer* | 
who will bring it to her and 
fit it to her. No obligation. 


*#We'll send you his name if you don't know 
it. We'll also send you a stimulating book- } 
let, “The High Cost of Sitting”. 


THE @ 
AFA WS POSTURE CHAIR CO. 


Manufacturers, and held other posts with the American Gas 
Association, American Bankers Association, and, the 


American Trust Co., of San Francisco. 


T. Coleman Andrews, Richmond, Va., certified public 
accountant, has been nominated to serve as president oi 


| the American Institute of Accountants for 1950-1951. He 
| heads an official slate of nominees to be voted upon at 
| the 63rd annual meeting of the national professional so- 


ciety of CPA’s in Boston, October 2nd-5th. 

Four vice-presidents have been nominated: Richard C. 
Mounsey, Seattle, Wash.; Frank L. Wilcox, Waco, Texas; 
Gorden S. Battelle, Dayton, O.; and John H. Zebley, Jr., 
of Philadelphia. Harold R. Caffyn of New York has been 
nominated as treasurer. 


Addressograph-Multigraph Corp., Cleveland, manuiactur- 
ers of production machines for business records, announces 
the recent appointment of William H. Reiner as assistant 
treasurer and George R. Sullivan as assistant secretary of 
the corporation. Mr. Reiner will serve concurrently with 
assistant treasurer Frank N. Harvey; and Mr. Sullivan will 
serve concurrently with assistant secretary Donald C. 
Adams. George C. Brainard, company president, made the 
announcement. 


Lawrence P. Pennell, treasurer and a director of the 
International Business Machines World Trade Corp., was 
recently elected a vice-president of that company by its 
board of directors. Mr. Pennell joined IBM in 1932 as a 
salesman in Chicago,, became manager, district sales man- 
ager, and last September was elected treasurer, a post he 
will continue to hold. 


IBM also announced the appointment of William W. 
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Grand Central Palace 
October 23-28 New York 


The National Business Show is an im- 
portant event in the lives of busy office 
executives. It is their opportunity to 
view and see demonstrated the newest 
contributions of manufacturers. Their 
chance personally to meet with trained 
authorities on business equipment, sys- 
tems and office operations. 
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The OCTOBER issue of OFFICE MANAGEMENT 


lt will provide top office management executives aud 
with advance show information and product 
previews... 


here is concentration on the big 
Though not a special issue, the October Office Management and Equipment 


will be geared to render a special and complete pre-show service to the users of office equipment hh a 
industry: (1) to top office management executives who exert a determining 

influence on the purchase of office equipment and supplies, and (2) to the Presidents . . . General Managers .. . 
manufacturers to whom it is so important to present the salient facts about Treasurers . . . Comptrollers . . . Purchasing 
their products to these executives. Agents . . . Office Managers . . . Account- 
It will carry manufacturers’ invitations to visit their exhibits—plus facts ants .. . Auditors . . . Methods Supervisors 


. . the men responsible for purchasing 
decisions of the na- 
tion's large  indus- 


about many office necessities not on exhibit. It will present full information 
on the show, its program, its exhibits and its business forums. 


It is the manufacturer's most direct means of reaching this concentration of trial, commercial Ge. ee 
top office executives—those who attend and those who must remain at their and financial organi- OFFICE 

desks. It’s his most economical means. Manufacturers can speak to this zations. 

*audience with a full advertising page at less than 2!/2 cents per call (or for MANAGEMENT 
less than 2 cents at contract rates.) and Equation! 


Final forms close September 10th. 
*Distribution over 10,000 monthly with 1,000 extra distribution at this show. 


OFFICE MANAGEMENT 


The Office Executive's Own Magarine 
212 FIFTH AVENUE © WEW YORK10,N. Y. 
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McDowell as head of all its research and engineering, with 
headquarters in New York. At the same time, it was made 
known that Paul F. Manieri has been named assistant to 
vice-president D. L. Bibby at the company’s Endicott, N. 
Y., plant. 


The Lau Blower Co., Dayton, Ohio, manufacturers of all 
types of fans and air circulators for the office, announces 
the election of Thomas I. Byrd as vice-president in charge 
of sales. Mr. Byrd has been sales manager of the company 


Thomas I. Byrd 


since 1943, and prior to that was department manager in 
the market development division of the Armco Steel Corp. 

E. B. Lau, company president, states that the expanding 
business in the company in all phases of air handling equip- 
ment creates the need for this new executive office. 


Bradford L. Stevenson has been named as central region- 
al manager for Pitney-Bowes, Inc., of Stamford, Conn., 
producers of postage meters and mailing machines. Mr. 
Stevenson, whose headquarters are in Chicago, succeeds 
J. A. Lamplugh who has been made administrative as- 
sistant to the vice-president for sales and service. 

The new regional manager will have charge of sales- 
service in Illinois, Michigan, Ohio, West Virginia, and 
parts of Indiana, Kentucky, New York, Pennsylvania and 
Wisconsin. 


Charles Edison, president of Thomas A. Edison, Inc., 
West Orange, N. J., for the past twenty-four years, was 
recently elected to the newly created post of chairman of 
the board of directors, and Henry G. Riter, 3rd, was elec- 
ted to succeed him as president. 

Mr. Edison, former Governor of New Jersey and Secre- 
tary of the Navy, succeeded his father, the late Thomas 
A. Edison, founder of the company, as president of the 
Edison industries in 1926. The company has not had a 
chairman of the board since the famed inventor died. 


Charles Edison 


Mr. Riter has been a director of the company since 1946, 
and chairman of the executive committee since 1949. He is 
senior partner of Riter & Co., New York investment bank- 
ing firm, and chairman of the board of the Copperweld 
Steel Co. of Pittsburgh. 


The Dictaphone Corp., 420 Lexington Ave., New York, 
has announced the appointments of Joseph F. Anderson 
and Harold B. Clark as assistant advertising managers. 
The company is steadily increasing its activities in that 
department. ; 

Mr. Anderson was previously with O’Brien & Dorrance, 
New York advertising firm, and Mr. Clark has been as- 
sistant to advertising director, A. Donald Brice, for the 
past year. 


PLYMOUTH 
RUBBER BANDS 


—" ie ante _ 


PLYMOUTH RUBBER COMPANY, INC. : 


FOUNDED 1896 
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The Largest Rubberizers of Cloth in the World. 


CANTON, “MASS. ; 
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MEN IN THE NEWS 


Elmer L. Helm, Shell Oil Co., New York, president of 
the Office Executives Association of New York, and active 
vice-chairman of the National Business Show, has recently 
been appointed chairman of New York City’s Business 
Education Advisory Council. 

Raising the sights of office management is Mr. Helm’s 
chief interest today As an official of the OEA and Business 
Show which will be held at Grand Central Palace, New 
York, October 23rd-28th, he believes that the OEA which 
operates the show can use it as a device to stimulate man- 
agement thinking in the direction of the development ot 
office efficiency. 


Elmer L. Helm 


He believes that this can come through the new educa- 
tional research program, the forums, the ideal modern 
classrooms, and other developments that have been in- 
corporated in the 1950 Business Show. 

To raise the sights of management, Mr. Helm wants it 
to think in terms of office executives rather than office 
managers. He wants management's cooperation in the latest 
research and education in order that office managers might 
take their place as the leaders of American industry. 

“If management becomes fully cognizant of the advance- 


ments and changes, the office can become the strongest 
bulwark of American business and our present system of 
government.” 


E. W. Slusher has been appointed supervisor of the 
recently formed office methods division of the General 
Electric Co.’s Hanford Works at Richland, Wash. Mr. 
Slusher came to Hanford in 1943 with duPont as payroll 
supervisor. Hanford Works is operated by General Elec- 
tric as a prime contractor to the Atomic Energy Commis- 
sion. 

The function of the new division is, among other things, 
to study office methods and procedures and to assist in ob- 
taining better utilization of equipment, space, and clerical 
effort. 


John R. Crowley of United States Gypsum Co., has been 
elected president of the Systems & Procedures Association 
of America, Chicago chapter No. 1, for the 1950-1951 year. 
Edward G. Beyer, Abbott Laboratories, was elected vice- 
president; Bruce L. Smyth, Federal Reserve Bank of Chi- 
cago, secretary, and Wendell G. Anderson, Zonolite Co., 
treasurer. John C. Risius, Commonwealth Edison Co., was 
elected director at large. 


Harry Ellis, Jr., has been named sales manager of the 
graphic arts division of the Fairchild Camera & Instrument 
Corp., Jamaica, N. Y., it was recently made known. He 
succeeds Dudley Hollister, resigned. 

Mr. Ellis was for several years associated with the 
Meyer-Both Co., Chicago, as executive field manager. He 
was responsible for developing an expanded sales organi- 
zation, locating, selecting, and training sales personnel in 
the field. He was also with Amos Parrish & Co., New 
York. 
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prove Writi 
in Your Office 


with Sengbusch 
Handi-pens 


now equipped with 


(screw-in feed and point) 


- reg + : meget 
g Efficiency © 
x y 
’ t 


SY SEN PLOT RS a 


es 


The Sengbusch desk-set line gives you 
the utility and appearance that please 
both routine workers and demanding executives 


Nibin screw-in feed and pen-point is an added feature in the Sengbusch 
Handi-pen line. : 
Note! The popular wedge-feed is still available, because many large 
asers like the economy of this feed when replacing pen points. 
Handi-pens appeal to busy executives and professional people—because 
ay offer smooth, efficient, instantaneous writing service. _ ‘i 
m. for the entire office force—they save time and eliminate disturb- 


annoyances such as constant refilling, clogging, flooding. They are 
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rengenalty priest... eitiery Acth ple—Hold 6 os 
ave famous “Ca 'y Action” inking principle— months’ 
ootit ol tak,” ‘Thaths to the eclentite Montuusch mathed of laline. 
there is no ink deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first. 

ese ctical writi: features save you time and bother. 
Standardize on | amor ah Handi-pens—order from your stationer today. 
Write for circular. 


SELF-CLOSING INKSTAND ca., 170 Sengbusch Building, Milwaukee 3, Wisconsin 


ie a §(% . eS Oe a a 2 =~ be _ Re ae 2 ) 
- om ; —_— al os ~. 2 a a age : ; * 
5 A 
j ee 
; 5 RE ES LT AT 
i | | 
ee 
eee ‘ 
| , & es 
~ " 
ho ; i a — a ny f- 
Ne a Be é 
€ im re a / 
he t s / ¢ oe 
‘ a ae ans 7 #: ; 
a t= P| 4 - . 
Pra,’ ee. et Pgs re DeEE g, e Pg: ie Ei Bie pe oe aoe per PET 
: o: ‘ ; v. ; y | j P . i N ae fe. @; 
: \y 4 os : : « 5 4 
£) ews & eh Oo ol FE 
) a OFFICE MANAGEMENT AND EQUIPMENT 67 ‘ 
a= if Z po fm ig ‘ g ana eis hie, ' c Oe aah a ee - oe ae a 
y es | : ; i oO See ~ e a 2 a. oe ie; es 
a a: e a —  - ae eo ee ae a "2 
— ™ .- . pee ck ee, & 


ACCOBIND FOLDERS 
Easy to Use 


because _ they’re 


Profitable to Buy 


ACCO PRODUCTS, Ine. 
OGDENSBURG., N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


sis as carbon pa +. every- 
thing you need for Spirit nt tdivect process) 
' duplicating. 
Yes, all under one name HEYER . . . o quality prod- 
uct to give you clear copies . . . everytime 
. . fegardless of make or model of your 
duplicator. 


| 
Write for | 
| 


Complete Catalog 
Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 


1848 South Kostner Avenue * Chicago 23, U.S.A. 
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WITH THE ASSOCIATIONS 


The American Management Association announces the 
recent election of Robert D. Handley, Sylvania Division, 
American Viscose Corp., New York, as chairman of the 
exhibitors’ advisory committee of the 20th National Pack- 
aging Exposition, which will be held in Atlantic City, N. 
J., April 17th-20th, 1951. The exposition is the annual mar- 
ket place of the $7,000,000,000-a-year packaging, packing, 
and shipping industry. 

Mr. Handley will serve with 
Electric Co., and recently elected 
charge of packaging. 


Paul O. Vogt, General 
AMA vice-president in 


Edith Harper, who for nine years has served as record- 
ing secretary for the Office Executives Association of New 
York, recently relinquished tiat post and will concentrate 


Edith Harper 


; sé 
her efforts as a member of the board of directors of the 
organization. 
Since 1941, 
tributions to the growth and success of the chapter, and 


Miss Harper has made many effective con- 
for her work in its behalf, was recently 
NOMA Leffingwell Key for 


Through her board membership, the association will con- 
tinue to have the benefit of her judgement and interest. 


awarded the 
distinguished service 


4 

The final meeting of the year for the Transcription 
Supervisors Association of New York, took place at 
Whyte’s Restaurant, New York, recently, and a_ buffet 
supper was served. The following ladies were elected as 
officers for the forthcoming year: Anna Rathjen, president; 
Carina L. Meyers, Ist vice-president; Maude H. Curry, 2nd 
vice-president; Margaret Turncliff, corresponding 
tary; Mary A. Berendes, recording secretary, and 
C. Brown, treasurer. 


secre- 
Rose 


The featured speaker of the evening was Dr. Alpheus W. 
Smith, Cornell University, who correlated the Cornell lec- 
tures that the members had heard during the year. 

The association’s press book, which recently won the 
District No. 1 award of the New York State Business and 
Professional Women's Clubs, 
book, was put on display. 


for the best news service 


Members of the Special Libraries Association, 
recently at Atlantic City, N. J., for their 41st annual meet- 
ing, heard FE. Grover Into of Kenneth H. Ripnen Co., Inc., 
New York firm of architects and management counselors 
in space administration, as guest speaker. Sponsored by 
the publishing group of the association, Mr. Into spoke 
on the “Physiological and Psychological Aspects of a 
Library.” 


meeting 


The speaker believes that the library today is pretty well 
behind on mechanical intprovements such as air condition- 
ing, good illumination, color dynamics, and sound control. 
These physical necessities of the modern library, he feels, 
not only build better attitudes on the part of the staff and 
the public but they increase the efficiency of warkers and 
researchers, as comfort is essential to absorbing more in- 
formation, 

“The trend in libraries today should be toward lighter 
interiors with engineered illumination,” Mr. Into said. 
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Correct Mistakes in Any Language 


Yes... 


AN ERASER 
with 
WOOD-PENCIL CASING, 
“BALANCE” and LENGTH 


GYraypoint 


—by WELDON ROBERTS 


Hexo cedar casing keeps qual- 


pencil (with knife or pencil 
point for fast erasing of type- 


writing. 


with special plastic Whisk cap 
securely holding live, business- 
like bristles, to give eraser 
crumbs a neat brush-off! 


ues, in the world's finest 


erasers. 


WELDON ROBERTS RUBBER. C0. 


— —. ieee 


ity gray rubber core fresh to | 
last longest, keeps eraser costs | 
down. Sharpens just like a | 
sharpener) to a top efficiency _ 


writing, carbon copies, pencil — 


No. 365, plain end. No. 3650, | 


Ask your dealer to show | 
you the Weldon Roberts | 
illustrated price list fea- | 
turing all styles, best val- | 


COMFORT IN 
AUGUST 


is Yours 


WITH 


Taylor's 66214%4VR 


Bank of England 
AND ITS 


Built-in ys Extra Soft 


Air-Cooled 
Foam Rubber Seat 


(Recommended in Green or Brown Cavalon) 


Combines the four 
features most desired 

in a chair . . . Comfort, 
Quality, Durability, Style 


Write for literature and nearest source of supply. 


The TAYLOR Chair Co. 
BEDFORD, OHIO 
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BUSINESS 
SYSTEMS 


HEART OF 


ACE Stapling Equipment gives you 
the quick, modern way to fasten 
papers securely. Whether you want 
to staple, pin or tack, there’s an ACE 
Stapler to handle the job, and handle 
it better! Every ACE Machine and 
Staple is produced from the finest 
materials, with a degree of skill and 
watch-like precision which only 
twenty years of “know-how” can 
command. That’s why, with ACE, you 
can be sure of those smooth, efficient, 
reliable operating qualities which 
mean complete satisfaction tothe user. 


Ask your stationer today about ACE 
Staplers and Staples, and the handy 
ACE Staple Remover. 


SOLD ONLY THROUGH DEALERS 


ACE 
STANDARD 


ACE STAPLE 
REMOVER 
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WITH THE ASSOCIATIONS 


Some 3,000 purchasing executives, representing all seg- 
ments of American industry, attended the 35th annual in- 
ternational convention of the National Association of Pur- 
chasing Agents which was held recently in Cleveland's 
Public Auditorium. A comprehensive program of panel 
discussions and talks by leading executives on problems 
confronting buyers of commodities was a feature of the 
four-day conference, as was the Inform-A-Show which 
covered over 100 exhibits from a wide range of industries. 

Newly-elected as officers of the association for 1950-1951 
are Harold F. Jones, E. I. du Pont de Nemours & Co., 
president; Sam H. Harper, Pure Oil Co. of Texas, finan- 
cial officer, executive committee; and the following execu- 
tive committeemen: W. R. Murray, Bigelow-Sanford Car- 
pet Co.; Bruce D. Henderson, Westinghouse Corp.; Mr. 
Jones; T. A. Corcoran, The Louisville Times; Harvey T. 
Sprang, Frankel Bros., Canada; Chester F. Ogden, Pure 
Oil Co.; S. E. Ringheim, Crown Zellerbach Corp.; O. L. 
Williamson, Merrill-Stevens Co.; Matt Shields, Gustin-Ba- 
con Mfg. Co., and J. Herbert Gaston, City Purchasing 
Agent, Baltimore, Md. 


At a recent meeting of the board of directors of the 
Office Executives Association of New York, held at the 
Belmont Plaza Hotel, the following new officers were 
elected: Homer B. Harrison, Kenneth H. Ripnen Co., New 
York, vice-president in charge of meetings and member- 
ship; Theodore Lemcke, Standard Brands Inc., vice-presi- 
dent in charge of research and study; Harold M. Perry, 
Colgate-Palmolive-Peet Co., vice-president in charge of 
education and public relations, and Miss Fay Pangburn, 
Hammond, Hand & Dawson, assistant treasurer. 


The annual June dinner meeting of the Records Man- 
agement Association of New York was held at the Fifth 
Avenue Hotel, and was attended by well over 100 mem- 
bers and guests. 


Following an excellent dinner, Mrs. Alva R. Menzies, 


mistress of ceremonies, introduced the out-going president, 
Ann McDonald, who thanked the members for their co- 
operation during her term in office. Miss McDonald then 
introduced the newly-elected president, Ethel A. Carew, 
who spoke briefly, promising to do her utmost to merit 
the honor bestowed on her. 

A group of musical selections was later presented by 
Virginia Ruggiero, pianist, and followed by the songs of 
Jean Parker, soprano. 

Guest speaker of the evening was Clare Barnes, Jr., au- 
thor of “White Collar Zoo” and other humorous books, 
who told his audience a bit of the history behind them. 

The drawing for door prizes brought the program to a 
close. 


The Insurance Accounting and Statistical Association 
elected officers and directors for the 1950-1951 season at the 
business session of the 28th International Conference held 
at the Statler Hotel, Boston, recently. 

The new president is George H. Hamilton, assistant secre- 
tary and assistant controller of the Phoenix Mutual Life 
Insurance Co., Hartford, Conn. Chairman of the board is 
John Stuart, assistant treasurer of the Employers Casualty 
Co., Dallas, Texas. 

Four vice-presidents elected are Ralph Kennon, controller, 
Northwestern National Insurance Co.; Kenneth M. Hills, 
assistant secretary, American Mutual Liability Insurance 
Co.; W. H. Crawford, secretary, Fireman’s Insurance Co., 
and A. J. Schnese, North American Accident Insurance Co. 

Directors are Joseph W. Hughes, Dudley M. Pruitt, O. C. 
Moffatt, Herbert J. Wurtz, L. M. Cox, J. A. Roberts, E. L. 
Brandt, and Rodney B. Wilcox. 

The Georgian Room and Parlors A, B, and C at the Stat- 
ler were used for exhibits of leading manufacturers of office 
equipment. 
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as/ stood the 
test por 50 years 


Big business has discovered this little soap 
eraser .. . tried and tested for 50 years. You 
see it in offices everywhere. There’s no gen- 
eral pencil eraser like it in the world! 


THE ROSENTHAL CO., 45 E. 17 St., New York3 


BLACKBOARDS 
NEED NOT BE BLACK! 


MOST ARE NOW LITEGREEN 


For office bulletins, fac- 
tory orders, work prog- 
ress charts, sales talks, 
shop instruction dia- 
grams — cafeteria menus 
—there’re dozen of uses 
in offices and factories 
| for 


Beckley-Cardy Chalkboards 


in either standard black or the modern Litegreen. 
Beckley-Cardy Litegreen has won preference thru its at- 
tractiveness—its harmony with any color scheme. Per- 
fectly legible white chalk writing—easy, clean erasing. 


Available in sizes 17” x 21” to 48” x 144”, framed ready 
to hang, or mounted in standards for portability. 


Ask your stationery store or write 
for prices. Ask for trade list—CO. 


BECKLEY-CARDY COMPANY 


1632 S. Indiana Street Chicago 16, Ill. 
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; Metal plates 
1 for 


MULTILITH and DAVIDSON 


*electronic 
deep-etch plates §25° wise 


*Electronic Deep-Etch Plates give MORE 
impressions and FINER reproductions 


Now at no extra cost 


SEND FOR COMPLETE PRICE LIST OF NEGATIVE 


SERVICE, PLATES, AND SUPPLIES 


MICHAEL LITH COMPANY 
141 W. 45th. * NEW YORK 19 


New, Improved DRI-KWIK 
Stamp Pad 


STREAMLINED FOR 
GREATER EFFICIENCY 


the kind of eye-appeal that stimulates sales. Now 

available for immediate delivery—Sizes ¢1—23," 

x 4/4," and $2—3'/," x 6/4". 

ALSO 
Deluxe and Special Business Outfits @ Sign Makers 
and Chart Markers @ Fulton Stamp Pads and Ink 
© All Weather Wood Block Pads and Ink ® Achilles 
and Iron Castor Racks @ All Types of Marking Inks 
(submit sample of material for faster service) ® New 
Style — Open Face — No. 40 Pica — 42 Premier 
Dates. 

Prompt Shipments Write for Catalog Today 


FULTON Marking Equipment Co. 


82 Fulton Street Elizabeth 1, N. J. 


OFFICE MANAGEMENT AND EQUIPMENT 71 


ai . FR a a ae SF 2 e a ———— ‘Fa 2 eat . - 4 
I 7 
I 
ieee, Rey — == ' 
_ % aad _ Vag \i Ye 
40 —— y : 
Me gs | = . ) 
(e) 2 f Your ¢ 
Ss 2, 5 3 °py 
wim So Oh \ ta, 2 neeretued eng J ‘office : 
2 <* le {ap Re ; ¢ ‘on Plate, ready | 
3 "26 ¢ ° 
> ROS (i g sa” 7°" 10 run, : duplicating a 
j \ = oa - a - & , 4 = , | 3 
— * ® i —— " ; machines P 
a » = WH i 
a So | 
SHSSSSOSSSCSHOCHHSSSHSSHSHSSCSCHSCSCSCSSOSHSHSHOSOSSSCHOOOE 
: i 4 a rq a x 
j tee ' z sig = ig a y ™” Bie %. ie 4a 4 
‘ Ra aie > "ae * a \ 5 a. a ntieeeeeeeenenen ne om 
i Pe Miia "4 
2 f : \ \ ee % 
. = ae 
ee, —S - ~ a 
Dri-Kwik's newly designed box with rolled edges "7 
ee and rounded corners is modern, smart-looking, with 
ee , 
i é 
2 
ee eee 
SSSSHSSSHSHSSSFSSSHSSHSSSCHSSSSHSSSHSSSOSOSHSOOHOO4M 
: er c. [aaa ei: p>. a eee. a ae Cl et eee beanie 
i f e a i é a - 7” emia = - ’ E a ae Ss 7 F ° : me ti simile i. pak: ae 


COLONIA The Newest and 
Best in a Com- 

plete Line of Spirit and Gelatin 

DUPLICATING SUPPLIES 


COLONIAL 
CARBON 
COMPANY 


Trade Mark 


Spirit and 
Gelatin Carbons 
Spirit Master Units Printing Inks 
Spirit Duplicating Writing and Stamp 
Fluid Pad Inks 
The most modern in equipment and chemical processes 
are combined to give you COLONIAL quality. Centrally 
located, we promise quick attention to your orders, prompt 
shipment. 


Liquid and Cream 
Cleansers 


COLONIAL CARBON COMPANY 


Manufacturers of Finer Duplicating Materials 
5150 Church St., Skokie, Ill. * Telephone Skokie 4258 


CLASSIFIED ADVERTISING 


Rates are |5¢ a werd. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave.. 
New York 10, N. Y. 


Help Wanted—Male 


BUSINESS MANAGER: 45 to 50 years of age; for large health organ- 
ization; only qualified person with extensive experience in office manage- 
ment, accounting, purchasing, personnel practice need apply. Business 
Administration degree preferred. Write full stating education, quali- 
fications, experience, salary required. OM-83. 


BRANCH MANAGER WANTED—Leading steel office furniture manu- 
facturer desires applications from men experienced selling office equipment 


oe national accounts and with ability to train and direct salesmen. 


Position W anted—Male 


ORDER, PRODUCTION CONTROL, Office Manager, BBA, thoroughly 
experienced modern office procedures, bookkeeping, statistics, sales pro- 
motion, export connections. 5 languages. Excellent organizer. Thorough 
knowledge purchasing complete factory supplies, raw materials, etc. 


M-72. 


SALES EXECUTIVE with outstanding record in sales, sales promotion 
and sales training secks position where 29 years of experience in the 
office equipment and home appliance field can be profitably utilized. Past 
earnings up to $12,000 annually. Willing to consider any good proposition 
in sales, management or training. References. OM-80. 


Employment Service 


SPONGEX CHAIR CUSHIONS SELL 
When You Buy at These Prices 


One Dozen Two Dozen Gross 
Size Ormore ormore or more 


14%"15" 1" $1.20ea. $1.00¢a. $ .85 ea. 
1644" 17" 1" $1.50 $1.25 $1.06 
164217" 2" $2.40 $2.00 $1.70 


Reversible covers — attractive 
green or brown frieze on one 
side, rattan-like fibre on reverse 
side. 

Stenographer cushions (123R) 
and Standard cushions (125R) 
made of bonded, shredded 
sponge rubber. Executive cush- 
ions (225R) made of light- 
weight, bonded Texfoam. 
Order assorted styles as desired 
—figure prices on total quan- 
tity ordered. 

Minimum order on one style is 
one dozen. Terms: 1% 10 days, 
net 30 days, F.O.B. Shelton. 


Order from 
THE SPONGE RUBBER PRODUCTS CO. 
314 Derby Place, Shelton, Conn. 


Steno Size 
Spongex 123R 


Standard 
Spongex 125R 


Executive 
Texfoam 225R 
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SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (39 years recognized standing and 
reputation). The precedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on your part. ‘our identity is covered and present position 
protected. Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 
Buffalo 2, New York. 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized versonal service, in opening contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, Va. 


For Sale or To Buy 


FOR THE World’s most beautiful desk plate, send $2.95 and name de- 
sired to Mail-N-Post, Wapping, Connecticut. Satisfaction or money back 
guaranteed 


OFFICE MACHINES expertly rebuilt, bought, sold. Parts and sup- 
plies. Wholesale, export. heckwriters, adding hi calculat 
Check Writer Co., Inc., 169 William St., New York 7, N. Y. 


CALCULATORS—Monroe, Friden, Marchant. Greatly reduced a 
A-1 condition, 1 year guarantee. Monroe Electrics from $69.50. rite 
for our free decimal equivalent charts. AAA Adding Machine, 438 West 
38 St., New York 18, N. Y. 


GOOD SELECTION of Used Calculating and Accounting Machines. We 
are well known for years as a dependable source for used office equipment. 
All makes Calculators. Both select rough and rebuilt. _ Accounting 
Machines, include bank, utility, and commercial models. Rough only. 
All inquiries welcomed and answered promptly. OM-63. 


ACCOUNTING, BILLING, Doing and Analysis Machines. We 
furnish all special features and rebuild the machines you order to your 
direct specifications. All machines uncenditionally guaranteed. Inquiries 
at We are also buyers of all makes of office accounting machines. 


BOOKKEEPING SYSTEM—Sacrifice 1,090 simplified, self-explana- 
tory, self-analyzing, complete one book Apex two year business account 
record. Acknowledged finest, most comprehensive small business sys- 
tem. Retails $22.50. Latest edition. One dozen minimum $4.00 each. 
7? eel Systems Inc., 192 Lexington Avenue, New York 
1... 2 
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Pitney-Bowes Holds Sales Convention 


One hundred and sixty star salesmen and branch 
managers of Pitney-Bowes, Inc., Stamford, Conn., maker of 
postage meters, gathered at the main plant recently for 
a three-day convention. They are winners in a nationwide 
sales contest in all 93 of the company’s sales and service 
offices in North America. 

“This convention saluting the 1949 sales campaign is 
not only symbolic of the biggest business ever secured by 
the Pitney-Bowes sales organization in any one year,” 
said Harry M. Nordberg, vice-president for sales and service, 
“but it also comes at a time when 1950 sales are running 
ahead of even the 1949 effort by 20 per cent.” : 

After tours of the plant and offices, the salesmen and 
factory workers had luncheon. Frank Bevivino, employee 
co-chairman of the Industrial Relations Council, represented 
the workers, and J. J. English, of Newark, N. J., top sales 
performer, spoke for the company’s sales organization of 
nearly 500 men. 

With forty company executives, they then boarded a 
special train for Plymouth, Mass., for business sessions, 
sales clinics, and recreation there, with an awards banquet 
at which Walter H. Wheeler, company president, delivered 
the principal address. 


Management Engineers Move 

The well-known firm of Cresap, McCormick & 
Padget, management engineers, have recently moved into 
new offices at 342 Madison Ave., New York. They were 
formerly located at 20 Pine St., in that city. 


. . 

Carbon Paper for Electric Machines 

The Kee Lox Mfg. Co., Rochester, N. Y., has produced 
a new carbon paper especially designed for use with elec- 
tric typewriters. Called Kee Lectric, the paper is built up 
‘with tissue made for electric typewriter use, then coated 
with a new material for cleanliness and for wearing quali- 
ties, since the snap stroke of electric machines is strong. 

Samples may be secured without obligation or cost by 
writing to the manufacturer direct. 


New Sales-Showroom for Wheeldex 

Wheeldex Mfg. Co., Inc., 40 Bank St., White Plains, 
N. Y., producers of a wide variety of card-handling meth- 
ods, have recently opened a new sales-showroom office at 
Fourth Ave. and 29th St.. New York. Modern in every 
respect, the office has on display more than thirty types of 
card tiles on wheels. The company’s products have been 
in nation-wide use for over fifteen ‘years. 


“Best Form" Contest Winners Announced 

The Arthur J. Gavrin Press, Inc., 46-50 Webster Ave., 
New Rochelle, N. Y., has announced the winners of a 
contest to determine the most ingenious tailor-made one- 
time carbon form. Grand prize winner of $500 (prize 
doubled as the entry was a form of Gavrin manufacture) 
was Edward Glass, Herman Miller Furniture Co., New 
York. The form designed by Mr. Glass consisted of an 
interlocking set made to cover all phases of his company’s 
sales, administrative, fiscal, and shipping procedures. 

_Ten other winners were notified by telegrams. 


New Trade Name Adopted 

In order to better identify the manufacturing division 
with its unique filing system, VISIrecord, the Visible 
Index Corp., Long Island City, N. Y., has formally 
changed its name to VISIrecord, Inc. The first steps in 
this change were taken two years ago when the sales 
corporation formally adopted the new name, while the 
manufacturing division continued to use the name Visible 
Index Corp. 


Other VISIrecord outlets are operated in Mexico, Cana- 
da, Argentina, South Africa, and the Philippines. 


Our Brand new 
catalog designed 
et and compiled to ans- 

wer every problem in 

numbering, dating, tim- 

ing and certifying etc. 

This catalog is a positive 

must for your files. Virtually 

every business firm is a prospect for some of the 
equipment shown. 

Mfgs. and Distributors of Time, Date & Numbering Devices 


TIME DATE and NUMBER, inc. 


3¢6 S@Rroaewavy - . MEW vorn 5.8. 


1546 
POSTAL SCALES 
—the most complete line 
on the market today 


Four models—capacities 2 Ibs. to 50 Ibs. 


Model 1546— Computes postage for air 
mail, first class and merchandise by zones. 
Capacity 2 Ibs. by 1 ounce. 
Model 1530— Parcel Post scale, capacity"\s3p- 
25 Ibs. by 1 ounce. Computes postage for 
merchandise up to 25 Ibs.. 

See your stationer for 

complete Hanson line 
HANSON SCALE COMPANY Est. 1888 

Chicago 22, Hl. 


A Snappy Salesman 


of seventy-five years ago looked like 
this. Today he has doffed the checks, 
the high hat and the walrus mustache, 


but he still depends upon his att 

lis tsi 

Beach's i 
“Common Sense" AA 


Expense Book 


to give him a quick, accurate record of 
his traveling expenses. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2 
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GENERALS 
— Carbo-lycl? PENCILS © 


ANNOUNCING... 


new Color-lex 


General’s different kind of thin-lead Colored 
Pencil with important advantages for you! 


Intense color . . . strong, scratch-free 
points .. . effortless writing—these are 
only a few of the plus factors your office 
personnel will welcome with General’s 
new, different Color-Tex Thin-Lead 
Colored Pencil. Note these outstanding 
Color-Tex features: 


@ Extra strong, resilient, thin leads 
—they'll bend! 


@ Brilliant, permanent, insoluble 
colors—they're Wet-Proof! 
@ Long-lasting points; easy to 


sharpen — they're Carbo- 
Welded"! 


@ 30 Splendid colors—for writing. 
checking, drawing! 


All advantages found only with 
Color-Tex! . . . And a real oppor- 
tunity to increase worker satisfaction 
and cut office expense at the same 
time. Begin to realize this two-fold 
bonus now by ordering Color-Tex 
from your dealer today. 


30 BRILLIANT COLORS 


Packaged in \% gross boxes of one 
color, each also in sets of 12 and 24 
assorted colors. 


*General’s exclusive process that binds lead 
to wood in one, inseparable unit. 


GENERAL 
PENCIL COMPANY 


67-73 Fleet Street 
Jersey City, N. J. 
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